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POSTAL  SERVICE  ^ 

39  CFR  Part  111 

Establishment  of  the  Domestic  Mail 
Manual  to  Replace  Chapter  1  of  the 
Postal  Service  Manual 

agency:  Postal  Service. 

action:  Final  rule. _ 

summary:  This  rule  replaces  chapter  1 
of  the  Postal  Service  Manual  and  certain 
other  regulations  relating  to  domestic 
postal  services,  with  the  newly  revised, 
renumbered  and  renamed  Domestic 
Mail  Manual,  The  purpose  of  this 
revision  is  to  set  forth  in  the  Domestic 
Mail  Manual  the  postal  regulations 
concerning  the  domestic  services  offered 
to  the  public  by  the  Postal  Service  in  a 
more  convenient  and  understandable 
style  and  format  than  that  used  in  the 
Postal  Service  Manual.  The  bulk  of  the 
changes  involve  the  reorganization  and 
renumbering  of  present  regulations,  the 
removal  of  regulations  which  set  forth 
internal  operating  procedures,  and  the 
rewriting  of  regulations  in  a  narrative 
style  addressed  to  the  public.  However, 
new  regulations  have  also  been  adopted 
which  provide  further  explanation  of 
current  regulations,  incorporate  existing 
administrative  procedures  and  policies 
of  the  Postal  Service,  or,  in  some  cases, 
set  forth  substantive  changes  to  present 
regulations.  * 

EFFECTIVE  DATE:  July  30, 1979,  except 
that: 

(1)  The  changes  in  Domestic  Mail 
Manual  sections  622  and  681.2 
concerning  the  bulk  third-class  mailing 
of  nonidentical  size  and  weight  pieces 
and  the  methods  of  ascertaining  and 
verifying  postage  on  such  pieces  became 
effective  August  6, 1978  (43  FR  32293); 

(2)  The  change  in  623.52  requiring  a 
certification  on  Form  3602  or  3602-PC 
concerning  cooperative  mailings  of 
special  rate  bulk  third-class  mail 
became  effective  September  1, 1978  (43 
FR  28199): 

(3)  The  change  in  464.6g  permitting  the 
combination  of  second-class 
publications  to  meet  the  second-class 
per  piece  presort  rate  requirements 
became  effective  September  5, 1978  (43 
FR  39583): 

(4)  The  change  in  663.2  concerning  the 
optional  preparation  procedures  for 
machinable  third-class  parcels  became 
effective  September  7, 1978  (43  FR 
39995): 

(5)  The  changes  in  155.1, 155.2  and 
155.41  prescribing  the  Postal  Service’s 
policy  for  offering  “city  delivery” 
service  to  customers  residing  in  family 


housing  to  which  city  delivery  service  is 
not  normally  provided  became  effective 
on  November  3, 1978  (43  FR  45839); 

(6)  The  change  in  627.1  concerning 
permissible  attachments  to  books,  and 
catalogs  mailed  at  third-class  rates 
became  effective  November  18, 1978  (43 
FR  48636); 

(7)  The  change  in  322,3  clarifying  the 
requirements  and  restrictions  on  the  use 
of  postal  and  post  cards  became 
effective  December  4, 1978  (43  FR  51016); 

(8)  The  change  in  725.4  concerning  the 
mailing  of  books  by  publishers  and 
distributors  at  the  fourth-class  library 
rate  became  effective  December  30, 1978 
(43  FR  56224); 

(9)  The  change  in  115.96  authorizing 
the  recording,  for  tax  collection 
purposes,  of  the  names  and  addresses 
on  certain  parcel  mail  in  Puerto  Rico 
became  effective  January  15, 1979  (43  FR 
3050): 

(10)  The  changes  in  153,1  and  159.1 
prohibiting  the  return  of  mail  as 
“refused”  when  it  is  sent  to  the 
addressee  in  response  to  the  addressee's 
sales  promotion,  solicitation, 
announcement  or  other  advertisement 
became  effective  March  29, 1979  (44  FR 
11069); 

(11)  The  changes  in  144.1, 144.2, 144.3 
and  144.9  implementing  the 
computerized  remote  postage  meter 
resetting  system  became  effective  April 
12, 1979  (44  FR  21015); 

(12)  The  changes  in  642.2  and  643.3 
permitting  the  revocation  of  a  third-class 
special  rate  authorization  for  nonuse 
became  effective  May  19, 1979  (44  FR 
23220): 

(13)  The  change  in  125.2  indicating 
that  mail  order  catalogs  may  not  be  sent 
as  SAM  or  PAL  mail  became  effective 
May  19, 1979  (44  FR  23219): 

(14)  The  changes  in  411,2,  411.3,  511.2, 

611.2,  711.3,  and  711.4  incorporating  the 
changes  in  postage  rates  resulting  from 
the  imposition  of  the  eighth  step  of 
phased  postage  rate  increases  pursuant 
to  39  U.S.C.  3626  become  effective  July  6, 
1979  (44  FR  32491); 

(15)  The  changes  in  127,  322,2,  352.2, 

353.3,  651.21  and  651.22  implementing 
the  new  minimum  sizes  for  mail  matter 
and  the  surcharge  for  nonstandard  mail 
become  effective  July  15, 1979  (44  FR 
33879);  and 

(16)  The  change  in  482.4  concerning 
the  establishment  of  a  six-month 
recalculation  schedule  for  the  second- 
class  key  rate  becomes  effective  July  16,  ^ 
1979  (44  FR  34497). 

FOR  FURTHER  INFORMATION  CONTACT: 

For  information  on  the  general  nature 
and  scope  of  the  rule  and  for  speciHc 
information  on  Chapters  1-8  of  the 


Domestic  Mail  Manual,  contact  Phillip 
T.  Bohall,  (202)  245-4353. 

For  specific  information  on  Chapter  9 
(Special  Services),  contact  Rick  Shaver 
(202)  245-4566. 

SUPPLEMENTARY  INFORMATION:  On  April 
25, 1979,  the  Postal  Service  published  for 
comment  in  the  Federal  Register  the 
proposed  replacement  of  chapter  1  of 
the  Postal  Service  Manual  and  certain 
other  regulations  with  the  Domestic  Mail 
Manual  as  described  above  (44  FR 
24432).  Interested  persons  were  invited 
to  submit  written  comments  concerning 
the  proposed  replacement  by  May  25, 
1979. 

Written  comments  were  received  from 
two  publishers,  three  publishers’ 
associations  (two  of  which  filed  joint 
comments)  and  a  trade  association  for 
rope  and  twine  manufacturers.  Two  oral 
comments  were  received  which 
indicated  a  general  approval  of  the 
Domestic  Mail  Manual  as  an 
improvement  over  chapter  1  of  the 
Postal  Service  Manual. 

One  commenter  suggested  that,  as 
part  of  the  establishment  of  the 
Domestic  Mail  Manual,  the  Postal 
Service  amend  section  121.341  to  specify 
that  it  is  acceptable  to  tie  packages  with 
twine  and  cord.  Postal  regulations 
already  state  that,  while  the  tying  of 
packages  with  twine  or  cord  is  not 
preferred,  tied  packages  are  acceptable 
for  mailing.  See  section  121.344. 
Accordingly,  there  is  no  need  to  amend 
section  121.341. 

Two  commenters  questioned  the 
statement  in  section  411.12  that  a  Form 
3541  must  be  used  to  compute  postage 
and  be  submitted  with  each  mailing  of  a 
second-class  publication.  One 
commenter  noted  that  that  was  not 
always  required  under  computerized 
computation  of  postage.  The  other 
commenter  cited  the  provision  of  section 
482.1  permitting  the  submission  of  a 
mailing  statement  once  a  month.  The 
computerized  payment  of  postage  is  an 
optional  payment  procedure  governed 
by  section  145.8.  The  agreement  entered 
into  by  the  mailer  and  the  Postal  Service 
pursuant  to  section  145.8  sets  forth  the 
methods  of  computing  postage  and  may 
supersede  section  411.12.  In  response  to 
the  second  comment  the  Postal  Service 
has  amended  section  411.12  to  include  a 
reference  to  section  482.1. 

One  commenter  asked  why  it  was 
essential,  as  stated  in  section  421.3,  that 
a  publication’s  circulation  records  be 
maintained  at  the  known  office  of 
publication.  The  commenter  noted  that  a 
publisher  of  more  than  one  publication 
might  “find  it  more  advantageous  to 
maintain  circulation  records  at  a  central 
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location.”  Historically,  a  second-class 
publication  has  been  required  to  be 
“issued  from  a  known  office  of 
publication”  and  to  be  entered  "at  the 
Post  Office  where  the  office  of 
publication  is  maintained.”  (See  former 
9  U.S.C.  4352(a)  and  4354(a)(2).)  Section 
200.0102  of  the  Domestic  Mail 
Classification  Schedule  presently 
requires  that: 

Second-class  matter  must  have  a  known 
office  of  publication.  A  known  office  of 
publication  is  a  public  office  where  business 
of  the  publication  is  transacted  during  the 
usual  business  hours.  The  office  must  be 
maintained  where  the  publication  is 
authorized  original  second-class  entry. 

Given  these  requirements  and  the  need 
of  the  postal  officials  at  the  office  of 
original  entry  to  inspect  and  verify  a 
publisher’s  records,  it  is  not 
unreasonable  for  the  Postal  Service  to 
require  that  the  circulation  records  be 
maintained  at  the  known  office  of 
publication.  Section  421.3  is  not  a 
substantive  change  in  postal  regulations; 
it  only  incorporates  longstanding  policy 
of  the  Postal  Service.  A  publisher  who 
has  the  problem  cited  by  the  commenter 
might  want  to  change  the  offices  of 
original  entry  of  his  publications  to  one 
central  location  or  develop  duplicate 
circulation  records. 

One  commenter  objected  to  the 
statement  in  section  422.223  that 
publications  are  considered  primarily 
designed  fur  free  circulation  and/or 
circulation  at  nominal  rates,  not  only 
“when  one-half  or  more  of  all  copies 
circulated  are  provided  free  of  charge  to 
the  ultimate  recipients,  or  are  paid  for  at 
nominal  rates  by  the  ultimate 
recipients,”  but  also  “when  other 
evidence  indicates  that  the  intent  of  the 
publisher  is  to  circulate  the  publication 
free  and/or  at  nominal  rates.” 
Historically,  publications  designed 
primarily  for  free  circulation  or  for 
circulation  at  nominal  rates  have  not 
been  entiled  to  second-class  mail 
privileges.  (See  former  39  U.S.C.  4354(c) 
and  Domestic  Mail  Classification 
Schedule  §  200.012.)  The  statement  in 
question  was  added  to  section  422.223  to 
indicate  that  the  two  specific  tests 
included  in  the  section  do  not  establish 
completely  unrebuttable  presumptions 
as  to  when  publications  are  designed 
primarily  for  free  circulation  and/or 
circulation  at  nominal  rates.  The  Postal 
Service  does  not  intend  to  go  beyond  the 
50%  tests  in  analyzing  the  intent  of 
publishers  unless  there  are  strong 
grounds  for  a  conclusion  that  the 
publication  in  question  is  primarily 
designed  for  free  circulation  and/or 
circulation  at  nominal  rates.  For  these 


reasons,  we  believe  section  422.223 
should  be  retained  as  written. 

One  commenter  agreed  with  the 
treatment  of  public  service  advertisting 
in  section  422.232b  and  the  inclusion  of 
the  special  rate  eligibility  standards  in 
section  422.31. 

One  commenter  questioned  the 
reference  in  section  422.5  to  a  "review” 
of  applications  for  second-class  entry  by 
foreign  publications.  All  publications 
seeking  second-class  entry  must  file  an 
application  for  such  entry  (see  section 
441).  Applications  for  foreign 
publications  are  “reviewed”  by  the 
Postal  Service  to  determine  eligibility  as 
are  applications  fur  domestic 
publications.  The  questioned  statement 
in  section  422.5  simply  notes  that  the 
Postal  Service’s  review  will  be  based 
only  on  the  United  Slates  circulation  of 
the  foreign  publication.  This  statement 
incorporates  present  postal  policy  and 
will  remain  in  section  422.5. 

Two  commenters  objected  to  the 
inclusion  in  section  425.4  of  the 
statement  that  advertising  supplements 
not  produced  primarily  (more  than  50%) 
for  distribution  in  second-class 
publications  are  not  permissible 
supplements  in  second-class 
publications.  One  commenter  objected 
to  the  requirement  that  it  is  incumbent 
upon  publishers  to  ascertain  tliat 
advertising  supplements  which  are 
enclosed  in  second-class  publications 
meet  this  test.  The  other  commenter 
pointed  out  that  the  inclusion  of  these 
provisions  in  section  425.4  is  contrary  to 
a  recent  recommendation  of  the  Joint 
Industry/Postal  Service  Alternate 
Delivery  Task  Force.  In  developing  the 
Domestic  Mail  Manual,  the  Postal 
Service  has  tried  to  produce  a  document 
which  sets  forth,  more  completely  than 
before,  its  present  administrative 
policies  and  practices.  The  subject 
material  in  section  425.4  is  a  product  of 
that  effort  because  it  does  state  the 
existing  policy  of  the  Postal  Service 
regarding  supplements  in  second-class 
publications.  Supplements  have 
historically  been  required  to  be 
“germane  to  the  publication.”  (See 
former  39  U.S.C.  4366.)  As  noted  by  the 
commenter,  a  change  in  that  policy  is 
under  consideration  at  this  time  and 
these  comments  will  be  made  a  part  of 
that  consideration.  If  a  decision  is  made 
to  alter  the  policy,  a  change  to  section 
425.4  will  be  proposed.  But  for  the 
present,  section  425.4  states  the  existing 
Postal  Service  policy  and  will  not  be 
changed  in  this  rulemaking.  One  of  the 
commenters  asserted  that  supplements 
sent  outside  of  the  mails  should  not 
concern  the  Postal  Service  because  the 
Private  Express  Statutes  are 


inapplicable.  'This  issue  will  not  be 
addressed  here  because  it  is  irrelevant 
to  the  determination  of  whether  a 
supplement  that  is  mailed  is  germane  to 
the  publication. 

Two  commenters  objected  to  the 
limitation  in  section  425.7o  of 
advertising  to  protective  covers  of 
second-class  publications.  Both  urged 
the  Postal  Service  to  permit  advertising 
on  wrappers  and  envelopes  as  well.  This 
proposal,  which  was  also  recommended 
by  the  Joint  Industry /Postal  Service 
Alternate  Delivery  Task  Force,  is  under 
active  consideration  at  the  present  time. 
If  that  recommendation  is  adopted  by 
the  Postal  Service,  section  425.7o  will  be 
amended  to  reflect  the  change. 

One  commenter  objected  to  the 
change  in  section  425.91  from  “some  or 
all  pages  in  a  periodical  may  be 
numbered”  to  “it  is  recommended  that 
some  or  all  pages  of  a  periodical  be 
numbered.”  The  commenter  fears  that 
this  change  will  be  misinterpreted  by 
postal  personnel  to  mean  “required.” 
The  Postal  Service  does  not  believe  this 
will  occur.  The  previous  sentence  in 
section  425.91  clearly  states  that 
“imgination  is  not  required  in 
periodicals.”  The  subject  change  was 
made  in  an  attempt  to  make  the  Postal 
Service’s  position  as  clear  as  possible. 
Sectim  425.9  will  be  left  as  proposed. 

One  commenter  noted  that  sections 
426.12  and  426.14  appear  to  run  counter 
to  oertain  recent  changes  in  Postal 
Service  regulations  dealing  with  the 
marking  of  sample  copies.  These 
changes  occurred  after  the  cutoff  date 
for  publication  of  the  proposed  rule  and 
have  been  incorporated  in  the  final  rule. 

On  the  grounds  that  it  is  burdensome 
and  irrelevant,  one  commenter  objected 
to  the  requirement  in  section  426.2  that  a 
publisher  must  be  able  to  provide 
information  to  the  Postal  Service  when 
he  furnishes  copies  of  a  publication  free 
to  the  addressee.  The  Postal  Service 
agrees  and  has  deleted  that  provision 
from  the  final  rule. 

One  commenter  objected  to  the 
“apparent  change  in  policy”  in  section 
426.4  which  limits  exchange  copies  to 
one  copy  for  each  publisher.  This 
limitation  is  not  new,  but  is  existing 
postal  policy  that  is  being  incorporated 
in  the  Domestic  Mail  Manual.  The 
reason  for  the  policy  is  that  the  mailing 
of  exchange  copies  at  regular  second- 
class  rates  instead  of  the  nonsubscriber 
rates  is  an  exception  to  the  general 
requirement  that  nonsubscriber  copies 
must  pay  the  appropriate  nonsubscriber 
rate.  In  order  to  prevent  abuse,  the 
Postal  Service  limits  exchange  copies  to 
one  for  each  publisher  to  whom 
exchange  copies  are  sent. 
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Two  commenters  objected  to  the 
distinction  made  in  sections  426.1  and 
426.6  between  sample  copies  and 
complimentary  copies.  Historically, 
publishers  have  been  permitted  to  mail 
up  to  10  percent  of  their  publications  as 
sample  copies  at  the  regular  second- 
class  rates  instead  of  the  nonsubscriber 
rates.  (See  former  39  U.S.C.  §  4362.)  The 
clear  purpose  of  this  exception  is  to 
permit  publishers  to  mail  a  reasonable 
number  of  sample  copies  to  prospective 
subscribers.  Complimentary  copies, 
however,  are  copies  distributed  free  by 
publishers,  normally  over  a  longer 
course  of  time  than  sample  copies,  for 
purposes  other  than  the  solicitation  of 
subscriptions.  The  Postal  Service  does 
not  believe  such  copies  should  receive 
regular  rate  treatment.  This  policy  is 
supported  by  section  200.044  of  the 
Domestic  Mail  Classification  Schedule. 
This  distinction  has  been  preserved  in 
the  final  rule.  In  addition,  section  426.6 
indicates  that  complimentary  copies 
must  be  mailed  at  the  nonsubscriber 
rates  and  refers  the  reader  to  section 
411.4  which  sets  forth  the  two  available 
nonsubscriber  rates. 

Three  commenters  voiced  concern 
about  the  “ambiguous  impact"  of  the 
second-class  mail  service  objectives 
provisions  in  section  430.  They  asserted 
that  section  430  inadequately  described 
the  nature  of  “newspaper  treatment” 
and  asked  that  the  language  be  clarified 
to  explain  what  changes,  if  any,  would 
be  made  by  the  promulgation  of  section 
430.  All  three  commenters  objected  to 
the  Postal  Service’s  decision  not  to 
include  in  the  Domestic  Mail  Manual  the 
processing  regulations  concerning 
newspaper  treatment  presently  in  Postal 
Ser\nce  Manual  §§  125.42-125.45.  In 
addition,  one  commenter  questioned 
whether  “  ‘newspaper  treatment’  which 
has  heretofore  been  a  discretionary 
method  of  handling  certain  second-class 
publications,  has  become  ‘a  level  of 
service  which  provides  expeditious 
distribution,  dispatch,  transit  handling, 
and  delivery  *  *  *.’  ’’ 

In  formulating  the  structure  and  scope 
of  the  Domestic  Mail  Manual,  the  Postal 
Service  decided  to  include  a  Service 
Objectives  subchapter  for  each  class  of 
mail.  These  subchapters  were  designed 
to  provide  an  appropriate  location  for 
existing  service  regulations,  such  as 
those  on  newspaper  treatment  and  the 
delivery  guarantee  provisions  for 
Express  Mail,  and  to  inform  the  public 
more  fully  of  the  service  features  of  each 
class  of  mail.  The  inclusion  of  this 
information  in  the  Domestic  Mail 
Manual  is  consonant  with  similar 
provisions  in  the  Domestic  Mail 
Classification  Schedule  (see  §  §  100.06, 


250.06,  300.06,  400.06,  and  500.06).  The 
statement  that  “the  Postal  Service  does 
not  guarantee  the  delivery  of  (a 
particular  class  of  mail)  within  a 
specified  time”  was  included  in  all  the 
class  of  mail  chapters  except  chapter  2. 
Express  Mail,  in  order  to  (1)  fully  inform 
the  public  of  this  fact,  (2)  provide  a 
comparative  statement  to  the  delivery 
guarantees  set  forth  for  Express  Mail, 
and  (3)  establish  a  clear  legal  standard 
for  purposes  of  future  litigation.  This  is 
the  basis  for  the  language  in  section  431. 
The  Postal  Service  does  not  intend  for 
that  language  to  indicate  any  change  in 
the  service  it  provides  to  second-class 
mail  and  no  change  will  occur  as  a 
result  of  the  adoption  of  the  Domestic 
Mail  Manual. 

Likewise,  the  Postal  Service  did  not 
intend  for  any  substantive  change  to 
result  from  the  replacement  of  Postal 
Service  Manual  §  125.4  with  Domestic 
Mail  Manual  §  432.  In  keeping  with  the 
policy  set  forth  in  the  proposed  rule  and 
in  the  Summary  above,  the  Postal 
Service  did  not  include  in  the  Domestic 
Mail  Manual  those  provisions  of  Postal 
Service  Manual  §  125.4  which  set  forth 
internal  operating  procedures  of  the 
Postal  Service.  However,  those 
procedures  have  not  and  will  not  be 
changed  as  a  result  of  the  adoption  of 
the  Domestic  Mail  Manual.  Furthermore, 
they  have  been  published  in  even 
greater  detail  in  section  435  of  the  Postal 
Operations  Manual,  one  of  the 
companion  functional  manuals  to  the 
Domestic  Mail  Manual,  which  may  be 
purchased  from  the  Superintendent  of 
Documents,  Washington,  D.C.  20402. 

The  Postal  Service  did  not  intend  for 
any  change  to  be  made  in  newspaper 
treatment  as  a  result  of  this  rulemaking. 
In  light  of  the  comments  and  in  order  to 
avoid  any  possible  misunderstanding, 
the  Postal  Service  has  revised  sections 
431  and  432  to  conform  with  the  present 
language  used  in  Postal  Service  Manual 
§  125.4. 

One  commenter  indicated  that  the 
explanation  of  the  second-class 
application  procedure  in  section  441.1 
was  much  clearer. 

One  commenter  noted  that  the  change 
in  section  444.1  w'hich  does  not  require  a 
reentry  for  publisher  relocations  within 
the  area  served  by  the  same  post  office 
is  an  improvement  over  the  present  rule. 

One  commenter  objected  to  the  “short 
haul"  limitation  on  eligibility  for 
exceptional  dispatch  in  section  445.1. 
Exceptional  dispatch  provides  for  the 
delivery  of  copies  of  a  second-class 
publication  by  the  publisher  to  other 
post  offices  within  the  local  area  of  the 
entry  post  office.  Exceptional  dispatch  is 
authorized  by  the  postmaster  of  the 


entry  post  office  and  postage  on  the 
copies  using  exceptional  dispatch  is  still 
paid  at  the  entry  post  office.  On  the 
other  hand,  additional  entry  provides  for 
the  delivery  of  copies  of  a  second-class 
publication  by  the  publisher  to  post 
offices  outside  the  local  area  of  the 
original  entry  post  office.  Additional 
entries  must  be  authorized  by  the 
Director  of  the  Office  of  Mail 
Classification  and  postage  on  the  copies 
delivered  to  the  additional  entry  office  is 
paid  at  that  office,  not  the  office  of 
original  entry.  Because  of  these 
distinctions  and  the  need  to  maintain 
local  control  over  exceptional  dispatch 
mailings,  the  “short  haul"  limitation  on 
eligibility  for  exceptional  dispatch  is 
essential.  Otherwise,  publishers  might 
use  exceptional  dispatch  to  circumvent 
the  requirements  pertaining  to 
additional  entry. 

One  commenter  objected  to  the 
additional  of  the  phrase  “and  not  to  add 
to  USPS  costs”  in  section  445.3. 
Exceptional  dispatch  is  permitted  by  the 
Post  Service  to  enable  a  publisher  to 
improve  the  service  he  receives  from  the 
Postal  Service.  Exceptional  dispatch  is 
predicated  on  the  fact  that  the  alternate 
distribution  is  done  “at  the  publisher’s 
own  expense  and  risk"  (section  445.1 
(emphasis  added)).  If  the  exceptional 
dispatch  also  results  in  an  increase  in 
Postal  Service  costs,  it  is  reasonable  for 
the  postmaster  to  consider  whether  it 
meets  the  requirements  of  section  445.1. 
The  addition  of  the  subject  language  is 
not  intended  to  be  a  change  in  Postal 
Service  practice. 

One  commenter  questions  whether  the 
addition  of  examples  of  the  types  of 
records  a  publisher  should  maintain  in 
section  447.3  might  cause  local 
postmasters  to  require  that  those  exact 
records  be  kept.  Section  447  w’as 
expanded  in  an  effort  to  provide  more 
complete  information  to  second-class 
mailers  on  the  records  they  are  required 
to  maintain  for  postal  purposes  and  to 
facilitate  more  consistent  Postal  Service 
verification  of  publishers’  records 
nationwide.  Section  447.3  was  added  as 
a  guide  to  publishers  of  the  types  of 
records  the  Postal  Service  recommends 
be  kept  in  order  to  supply  the 
information  required  by  section  447.2. 
The  Postal  Service  does  not  require  that 
any  particular  system  of  accounts  or 
types  of  records  be  kept  by  publishers. 
All  that  is  required  is  that  legible, 
verifiable  records  be  kept  which  prove 
that  the  publication  is  entitled  to  be 
mailed  at  second-class  ratesi 

One  commenter  questioned  why  it 
was  necessary  in  section  448  for  the 
Postal  Service  to  increase  the  amount  of 
information  that  a  publisher  must  supply 
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concerning  the  ownership  of  a 
publication.  Historically,  second-class 
publishers  have  been  required  to  furnish 
detailed  information  to  the  Postal 
Service  and  the  public  concerning  the 
ownership  of  second-class  publications. 
(See  former  39  U.S.C.  4369,  39  U.S.C. 

3685,  Lewis  Publishing  Co.  v.  Morgan, 

229  U.S.  288  (1913).)  As  noted  in  the 
explanation  to  the  proposed  rule,  it  is 
becoming  increasingly  prevalent  for 
publications  to  be  owned  by  a 
corporation  which  is,  in  whole  or  in  part, 
owned  by  another  corporation.  In  order 
to  be  able  to  continue  to  obtain  detailed 
ownership  information,  the  Postal 
Service  believes  the  requirernent  in 
section  448.2c  is  both  necessary  and 
reasonable.  The  commenter  also 
questioned  the  deletion  of  the  provisions 
currently  in  Postal  Service  Manual 
§  132.625  which,  among  other  things, 
provide  for  postmasters  to  supply  the 
appropriate  forms  to  publishers.  Section 
132.625  was  deleted  because  it  consists 
of  internal  operating  instructions  of  the 
Postal  Service.  Forms  will  still  be  made 
available  to  publishers  by  the  Postal 
Service  not  less  than  10  days  prior  to 
October  1  of  each  year. 

One  commenter  questions  the 
meaning  of  the  statement  in  section 
462.1  that  “publications  should  not  be 
rolled.”  The  statement  is  intended  as  a 
suggestion  to  publishers  to  help  them 
improve  the  Postal  Service’s  processing 
of  their  publications.  Section  462.1  does 
not  prohibit  the  entry  of  rolled 
publications  as  second-class  mail.  The 
commenter  also  states  that  section  462.3 
appears  to  reduce  the  number  of 
exceptions  where  the  ZIP  Code  is  not 
required  in  addresses  on  second-class 
mail.  The  commenter  is  correct.  The 
exceptions  in  Postal  Service  Manual 
§  125.325  which  were  inadvertently  left 
out  of  the  proposed  rule  have  been 
added  to  section  462.3  in  the  final  rule. 

One  commenter  suggested  that  section 
463.6  requiring  the  marking  of  sample 
copies  using  simplified  address  be 
deleted.  It  has  been  deleted  in  the  final 
rule  in  conjunction  with  the  changes  to 
sections  426.12  and  426.14  discussed 
above. 

One  commenter  indicated  that  the  use 
of  identification  numbers  authorized  by 
section  464.1  was  a  beneficial  change. 
The  commenter  suggested  that  the 
minimum  sack  requirement  for  the 
second-class  per  piece  presort  discount 
be  reduced  and  that  exhibit  464  be 
improved.  The  proposal  to  change  the 
presort  sacking  requirements  is  beyond 
the  intended  scope  of  this  rulemaking 
and  has  not  been  adopted.  Exhibit  464 
was  simply  carried  over  from  the  Postal 


Service  Manual;  its  modification  will  be 
considered  in  the  future. 

One  commenter  questioned  whether 
the  revised  language  used  in  section 
464.2  to  describe  the  sacking 
requirements  for  second-class  mail  is  a 
substantive  change  in  the  regulations.  It 
is  not  intended  to  be  a  substantive 
change.  The  new  language  is  intended  to 
define  more  precisely  the  quantity  of 
mail  required  for  sacking  and  to  avoid 
confusion  about  what  “one-third  of  a 
sack”  means.  1,000  cubic  inches  is 
equivalent  to  the  former  measurement  of 
“one-third  of  a  number  2  sack.”  The 
present  practice  of  permitting  “skin 
sacks”  and  one-third  full  sacks  is  not 
changed  by  this  rulemaking. 

One  commenter  questioned  why  the 
sacking  requirements  for  mail  sent  to 
military  post  offices  overseas  set  forth  in 
section  464.5  are  different  from  those  for 
domestic  mail.  This  is  an  historical 
difference  which  was  simply  transferred 
to  the  Domestic  Mail  Manual.  Changes 
in  the  military  requirements  are  under 
consideration  at  this  time  and,  if 
adopted,  will  be  published  as  a  change 
to  section  464.5. 

Two  commenters  were  confused  by 
the  postage  payment  provisions  in 
section  481  for  non-commingled 
nonsubscriber  copies.  The  reference  to 
paying  postage  on  those  copies  by 
permit  imprint  was  added  as  a 
convenience  for  mailers  who  are 
authorized  to  use  a  permit  imprint.  The 
imprint  can  be  printed  or  hand-stamped 
on  the  copies. 

One  commenter  stated  that  section 
482.1  should  be  cross  referenced  to 
section  411.12.  The  Postal  Service 
believes  that  section  482.1  is  clear  as  it 
is  written.  The  commenter  also  notes 
that  exhibit  482  was  missing  from  the 
proposed  rule.  That  exhibit  is  included 
in  the  final  rule  and  is  simply  an  update 
of  the  exhibits  to  Postal  Service  Manual 
§  125.74. 

One  commenter  stated  that  it  was  not 
clear  whether  section  491  represented  a 
change  in  existing  Postal  Service  policy. 
No  change  is  intended  by  section  491 
except  that  section  491.22  was  added  to 
state  the  effect  of  a  failure  to  guarantee 
forwarding  postage. 

One  commenter  suggested  that  the 
Postal  Service  should  consider  revising 
section  570  to  extend  the  exceptional 
dispatch  option  to  controlled  circulation 
publications.  This  proposal  is  beyond 
the  scope  of  this  rulemaking  and, 
therefore,  was  not  adopted.  However,  it 
will  be  considered  by  the  Postal  Service 
as  a  suggestion  for  a  future  change. 

One  commenter  added  a  general 
comment  that  it  was  concerned  that  the 
broad  revision  undertaken  by  the  Postal 


Service  in  proposing  the  Domestic  Mail 
Manual  might  result  in  confusion  at 
local  post  offices  and  the  treatment  of 
many  of  the  regulations  in  the  Domestic 
Mail  Manual  as  if  they  constituted 
substantive  changes  to  the 
corresponding  Postal  Service  Manual 
provisions.  The  Postal  Service  is  making 
every  reasonable  effort  to  protect 
against  such  problems.  Advance  copies 
of  the  Domestic  Mail  Manual  have  been 
supplied  to  Mail  Classification  Centers 
for  study.  The  proposed  rule  detailed 
which  changes  were  substantive  and 
which  were  not.  In  addition,  when  the 
Domestic  Mail  Manual  is  distributed  to 
postal  personnel  and  public  subscribers 
it  will  be  introduced  by  a  transmittal 
letter  which  will  explain  the  changes 
being  made  and  itemize  the  substantive 
changes  noted  in  the  proposed  rule.  The 
Postal  Service  believes  these  steps  will  . 
greatly  reduce  the  problems  that  can 
arise  as  a  result  of  a  regulatory  revision 
of  the  size  and  scope  of  the  Domestic 
Mail  Manual. 

Any  comments  which  could  not  be 
fully  addressed  in  this  rulemaking  will 
be  referred  to  the  appropriate  postal 
officials  for  further  consideration  as 
suggested  changes  to  postal  regulations, 
practices  or  polices.  The  Postal  Service 
is  prepared  to  consider  any  suggestions 
from  mailers  and  the  general  public  for 
changes  in  these  regulations  and  to 
solve  any  problems  of  administration  or 
interpretation  that  arise  as  a  result  of 
this  rulemaking. 

No  comments  were  received 
concerning  the  remainder  of  the 
substantive  changes  set  forth  in  the 
proposed  rule.  Unless  noted  below, 
those  changes  have  been  included  in  the 
final  rule  as  proposed. 

The  proposed  rule  incorporated  all 
amendments  made  to  the  pertinent 
provisions  of  chapter  1  of  the  Postal 
Service  Manual  which  were  contained 
in  issue  120,  transmittal  letter  44, 
published  on  September  13, 1978  (43  FR 
40810,  as  amended  and  corrected,  43  FR 
45838),  as  well  as  all  subsequent 
amendments  which  became  effective  on 
or  before  April  3, 1979.  The  final  rule  (as 
discussed  below)  incorporates 
additional  amendments  made  to  the 
pertinent  provisions  of  the  Postal 
Service  Manual  which  were  left  out  of 
the  proposed  rule  or  which  became 
effective  between  April  3, 1979,  and  June 
15, 1979.  Any  amendments  which  are 
made  to  the  pertinent  provisions  of  the 
Postal  Service  Manual  between  June  15, 
1979,  and  the  effective  date  of  this  rule 
will  be  published  separately  as 
amendments  to  the  Domestic  Mail 
Manual.  See  the  effective  date  provision 
above  for  a  discussion  of  the  changes  to 
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chapter  1  of  the  Postal  Service  Manual 
which  have  been  published  in  the 
Federal  Register  since  the  publication  of 
issue  120.  These  changes  have  all  been 
included  in  the  final  rule. 

In  addition,  a  number  of  other  changes 
have  been  made  in  the  final  rule.  Those 
changes  are  as  follows; 

(1)  Section  111.53  now  notes  that  the 
subscription  price  fer  the  Domestic  Mail 
Manual  is  $17.00. 

(2)  Sections  116,  Release  of 
Information.  117,  Privacy  of  Information, 
and  118,  Privacy  of  Information — 
Employee  Rules  of  Conduct,  have  been 
deleted.  The  regulations  which  would 
have  appeared  in  those  sections  will 
continue  to  appear  in  39  CFR  §  §  265,  266 
and  268  and  will  be  published  in  another 
postal  manual,  the  Administrative 
Support  Manual.  The  regulations  were 
deleted  from  the  Domestic  Mail  Manual 
to  avoid  unnecessary  duplication. 

(3)  Section  119,  Trademarks,  Service 
Marks  and  Copyrights,  has  been  revised 
and  updated.  Controlpak  has  been 
dropped  from  the  list  of  trademarks  and 
service  marks  in  section  119.1  because 
the  service  is  no  longer  offered  by  the 
Postal  Service.  International  Express 
Mail  and  Postique  have  been  added  to 
the  list.  Section  119.21  now  indicates 
that  the  Postal  Service  also  secures 
copyrights  in  its  philatelic  designs  and 
the  license  agreement  provisions  listed 
in  section  119.22  have  been  revised. 

(4)  Section  122.8.  Military  Mail,  has 
been  amended  to  delete  the  requirement 
that  mail  addressed  to  military 
personnel  and  dependents  of  military 
personnel  must  show  the  social  security 
number  or  service  number  of  the  armed 
forces  member  to  whom  the  mail  is 
addressed.  This  deletion  is  made  at  the 
request  of  the  Department  of  Defense  for 
privacy  purposes. 

(5)  Section  423.122  has  been  amended 
to  correct  an  omission  of  part  of  the 
section  in  the  proposed  rule.  It  now 
reads  as  follows; 

.122  Primary  Purpose.  The  standard  of 
primary  purpose  used  in  the  definitions  of 
qualiPied  nonprofit  organizations  in  423.13 
requires  that  the  organization  be  both 
organized  and  operated  for  the  primary 
purpose.  Organizations  which  incidentally 
engage  in  qualifying  activities  do  not  meet 
the  primary  purpose  test. 

This  provision  is  identical  to  that 
proposed  for  the  comparable  special 
bulk  third-class  rate  eligibility  section 
(see  623.22)  and  does  not  constitute  a 
substantive  change  to  the  Domestic  Mail 
Manual. 

(6)  Section  462.3,  as  noted  above  in 
the  discussion  of  the  comments,  has 
been  revised  to  accurately  carry 
forward  the  exceptions  to  the 


mandatory  use  of  the  ZIP  Code  on 
second-class  mail  presently  contained  in 
Postal  Service  Manual  §  125.325. 

(7)  Exhibit  482  has  been  added  to  the 
final  rule.  It  was  not  ready  for 
publication  in  the  proposed  rule.  Exhibit 
482  is  not  a  substantive  change;  it 
simply  updates  the  present  exhibits  to 
Postal  Service  Manual  §  125.74. 

(8)  Sections  664.24  and  763.4a  have 
been  revised  to  reflect  the  new  minimum 
sizes  for  mail  matter  (see  section  127). 

(9)  Section  942.1,  Migratory  Bird 
Hunting  and  Conservation  Stamps,  has 
been  amended  to  comply  with  the 
provisions  of  the  Wetlands  Loan 
Extension  Act  of  1976,  Pub.  L.  No.  94-215 
(February  17, 1976),  The  redemption 
provisions  of  section  3(c)  of  Pub.  L  No. 
94-215  have  been  incorporated  in 
section  942.15.  In  addition,  section  942.13 
has  been  changed  to  reflect  the  current 
stamp  price  of  $7.50. 

(10)  A  number  of  nonsubstantive 
editorial  changes  and  corrections  of 
typographical  errors  and  section 
references  have  been  made  throughout 
the  Domestic  Mail  Manual. 

As  in  the  proposed  rule,  the  text  of  the 
Domestic  Mail  Manual  printed  in  the 
final  rule  does  not  contain  those 
provisions  W'hich  are  not  significantly 
different  from  their  corresponding 
provisions  in  the  Postal  Service  Manual. 
Chapters  3-7  are  printed  in  their 
entirety.  Chapter  2,  Express  Mail, 
remains  unchanged  and  is  not  printed 
here.  With  the  exception  of  the 
additions  of  sections  122.8  and  942.1  to 
show  the  changes  made  in  those 
sections,  the  sam€  provisions  of  chapter 
1,  Domestic  Mail  Services,  and  chapter 
9,  Special  Services,  printed  in  the 
proposed  rule  are  included  here.  The 
rest  of  the  regulations  in  chapters  1  and 
9,  which  either  remain  unchanged  or 
have  only  been  renumbered  or  edited  to 
a  minor  degree,  are  not  printed  in  full 
but  are  noted  by  citation  in  the 
appropriate  location  in  the  final  rule. 

As  noted  in  the  proposed  rule  and  in 
the  Summary  above,  internal  operating 
procedures  of  the  Postal  Service 
presently  contained  in  chapter  1  of  the 
Postal  Service  Manual  have  not  been 
carried  forward  to  the  Domestic  Mail 
Manual.  Eventually,  all  of  these 
procedures  will  be  published  in  other 
postal  manuals  and  handbooks. 
Although  this  final  rule  replaces  chapter 
1  of  the  Postal  Service  Manual  with  the 
Domestic  Mail  Manual,  those  internal 
operating  procedures  in  chapter  1  of  the 
Postal  Service  Manual  not  carried 
forward  in  the  Domestic  Mail  Manual 
will  remain  in  full  force  and  effect  as 
internal  Postal  Service  instructions  until 


they  are  superseded  by  the  publication 
of  other  manuals  or  handbooks. 

In  addition,  the  establishment  of  the 
Domestic  Mail  Manual  does  not  affect 
the  validity  of  the  temporary  mail 
classification  provisions  established 
pursuant  to  39  U.S.C.  3641  for  bulk 
parcel  post  (44  FR  11226,  February  28. 
1979),  the  third-class  carrier  route 
presort  discount  (44  FR  5422,  January  26. 
1979),  and  Express  Mail  Metro  Service 
(44  FR  24844,  April  27, 1979).  Those 
temporary'  classification  provisions 
remain  in  effect  as  published.  If  those 
proposed  classification  changes  are 
approved  by  the  Governors  of  the  Postal 
Service,  pursuant  to  39  U.S.C.  3625, 
implementing  regulations  will  be 
included  in  the  Domestic  Mail  Manual. 

Finally,  any  changes  made  to  chapter 
1  of  the  Postal  Service  Manual  or 
sections  111,  242.1,  243.2(a)(2)-(5).  247, 
248,  257  or  258  of  title  39  CFR  betw'cen 
June  15, 1979.  and  the  effective  date  of 
this  rule  will  remain  in  effect  as  written 
until  an  incorporating  amendment  to  the 
Domestic  Mail  Manual  is  published. 

In  view  of  the  considerations 
discussed  above,  the  Postal  Service 
hereby  adopts,  as  amended,  the 
Domestic  Mail  Manual  in  replacement  of 
chapter  1  of  the  Postal  Service  Manual 
and  makes  certain  changes  to  section 
111.  242.1,  243.2(a)(2)-(5).  247,  248.  257, 
and  258  of  title  39  CFR  as  provided  for 
elsewhere  in  this  issue. 

(39  u  s  e.  401(2).  403) 

Fred  Eggleston, 

Acting  Assistant  General  Counsel. 

Chapter  1  of  the  Postal  Serv  ice 
Manual,  which  is  incorporated  by 
reference  in  the  Federal  Register  (39 
CFR  Part  111),  is  hereby  replaced  by  the 
Domestic  Mail  Manual  (to  be 
incorporated  by  reference  in  the  Federal 
Register  in  Part  111).  Except  for  those 
provisions  of  the  Domestic  Mail  Manual 
not  published  here  because  they  are  not 
significantly  different  from  their 
corresponding  provisions  in  the  Postal 
Service  Manual  and  in  Title  39,  CFR.  the 
Domestic  Mail  Manual  reads  as  follows; 

Domestic  Mail  Manual 

Contents  Overview 

Chapter  1 — ^Domestic  Mail  Services 

110  General  biformation 
120  Preparation  for  Mailing 
130  Mail  Classification 
140  Postage 

150  Collection  and  Delivery 

160  Philately 

170  Special  Cancellations 
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Chapter  2 — Express  Mail 

210  Rates  and  Fees 

220  Classification 

230  Service  Guarantee 

240  Authorizations  and  Permits 

250  Physical  Limitations 

260  Preparation  Requirements 

270  Mailing 

280  Payment  of  Postage 

290  Ancillary  Services 

Chapter  3 — First-Class  Mail 

310  Rates  and  Fees 

320  ClassiRcation 

330  Service  Objectives 

340  Authorizations  and  Permits 

350  Physical  Limitations 

360  Preparation  Requirements 

370  Mailing 

380  Payment  of  Postage 

390  Ancillary  Services 

Chapter  4 — Second-Class  Mail 

410  Rates  and  Fees 

420  Classification 

430  Service  Objectives 

440  Authorizations  and  Permits 

450  Physical  Limitations 

460  Preparation  Requirements 

470  Mailing 

480  Payment  of  Postage 

490  Ancillary  Services 

Chapter  5 — Controlled  Circulation 

510  Rates  and  Fees 

520  Classification 

530  Service  Objectives 

540  Authorizations  and  Permits 

550  Physical  Limitations 

560  Preparation  Requirements 

570  Mailing 

580  Payment  of  Postage 

590  Ancillary  Services 

Chapter  6 — Third-Class  Mail 

610  Rates  and  Fees 

620  Classification 

630  Service  Objectives 

640  Authorizations  and  Permits 

650  Physical  Limitations 

660  Preparation  Requirements 

670  Mailing 

680  Payment  of  Postage 

690  Ancillary  Services 

Chapter  7 — Fourth-Class  Mail 

710  Rates  and  Fees 

720  Classification 

730  Service  Objectives 

740  Authorizations  and  Permits 

750  Physical  Limitations 

760  Preparation  Requirements 

770  Mailing 
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121.2  Definitions 
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.53  Liquids 
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.76  Acceptability  of  Magnetic  Tapes 
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of  Mail 
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.45  Overseas  Military  Post  Offices 
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122.6  ZIP  Code  System 
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.62  Purpose 

.63  Assignment  of  ZIP  Codes 
.64  Placement  of  ZIP  Code  Digits 
.65  Post  Office  Assistance  to  Mailers 

122.7  Postal  Zones 

122.8  Military  Mail 

.81  Overseas  Military  Mail 

.82  Military  Mail  Within  United  States 

.83  Geographic  Address 

123  Nonmailable  Matter — ^Written, 
Printed,  and  Graphic 

123.1  General  Provisions 
.11  Scope 

.12  Rules 

.13  Other  Nonmailable  Matter 

123.2  Mailer's  Responsibility 

123.3  Advice  to  Mailers — ^Mailability 
Decisions 

.31  General  Advice 

.32  Mailability  Decision  Not 

Authorized 

.33  Authorized  Mailability  Decisions 
.34  Laws  and  Regulations  of  Other 
Agencies 


.35  Referral  to  the  Inspection  Service 
.36  Judicial  Determinations 
.37  Administrative  Appeals 

123.4  Nonmailable  Written,  Printed  or 
Graphic  Matter  Generally 

.41  Solicitations  in  the  Guise  of  Bills, 
Invoices  or  Statements  Of  Account  (39 
U.S.C.  3001  (d)) 

.42  Lottery  Matter  (18  U.S.C.  1302) 

.43  Advertising  Matter 
.44  Other  Prohibited  Matter 

123.5  Sexually  Oriented 
Advertisements 

.51  General 
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.56  Violations 
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.61  Application  for  Prohibitory  Orders 
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.65  Violations 
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.67  Void  Orders 
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124  Nonmailable  Matter — Articles  and 
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.13  Mailability  Rulings 
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.15  Markings  and  Labels 

124.2  Harmful  Matter  (18  U.S.C.  1716) 
.21  General 

.22  Chemicals 

.23  Explosives 

.24  Flammable  Material 

.25  Gases 

.26  Powders 

.27  Poisons 

.28  Disease  Germs  and  Biological 
Products 

.29  Perishable  Matter 

124.3  Radioactive  Material  (18  U.S.C. 
1716) 

124.4  Firearms,  Knives,  and  Sharp 
Instruments  (18  U.S.C.  1715, 1716) 

.41  Pistols,  Revolvers,  and  Other 
Concealable  Firearms 

.42  Antique  Firearms 

.43  Rifles  and  Shotguns 

.44  Legal  Opinions  About  Mailing 

Firearms 

.45  Switchblade  Knives 

.46  Marking  Parcels  of  Firearms  and 

Switchblade  Knives 

.47  Sharp  Objects  and  Knives 

124.5  Controlled  Substances,  Narcotics 
(18  U.S.C.  1716) 

.51  Definitions 


.52  Declaration  As  to  Injurious  Nature 
.53  Nonmailable  Generally 
.54  Mailing  Requirements 
.55  Exempt  Shipments 
.56  Violations 

124.6  Motor  Vehicle  Master  Keys  (18 
U.S.C.  1716A;  39  U.S.C.  3002) 

.61  DeBnition 
.62  Mailability 
.63  Marking 

.64  Questionable  Mailings 

124.7  Abortive  and  Contraceptive 
Devices  or  Materials 

.71  Abortive  Devices  and  Materials  (18 
U.S.C.  1461) 

.72  Unsolicited  Samples  of 
Contraceptive  Materials  (39  U.S.C.  3001; 
18  U.S.C.  1461) 

124.8  Nonmailable  Articles  (18  U.S.C. 
1716) 

.81  Intoxicating  Liquors 

.82  Matter  Emitting  Obnoxious  Odor 

.83  Liquids 

.84  Battery  Powered  Devices 
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125.1  Preparation  and  Handling 
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.12  Packaging  Requirements 
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.14  Weight  and  Size 

.15  Airlift  Mail 

.16  General  Restrictions 

125.2  Conditions  Prescribed  By  the 
Department  of  Defense 

126  Mail  Sent  Via  Department  of  State 
to  U.S.  Foreign  Service  Personnel 
Abroad 

126.1  Who  May  Use 

126.2  Mailing  Conditions 
.21  Addressing 
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.23  Weight  and  Size  Limits 
.24  Postage  Rates 
.25  Limitations 
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128.1  General 
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128.4  Machinable  (Regular)  Parcels 
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.42  Exceptions 
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128.5  Irregular  Parcels 

128.6  Outside  Parcels 

129  Envelopes  and  Cards 

129.1  Color 

129.2  Quality 

129.3  Window  Envelopes 

129.4  Green  Border  Envelopes  and 
Cards 
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130  Mail  ClassiHcation 

131  Classes  of  Mail 

132  Mail  Classification  Centers 

133  Appeal  of  a  Contested 
Classification 

133.1  Classification  By  Local  Post 
Office 

133.2  Classification  By  USPS 
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134.1  Letters  Sent  Postage  Collect 

134.2  Letters  Sent  Free 
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.23  Expedited  Transportation  and 

Delivery 
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135.1  Conditions 
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136.1  General 
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.22  Addressing 
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Organization  of  American  States  and 
Pan  American  Sanitary  Bureau 

137.8  General  Instructions 

.81  Official  Mail  Not  To  Be  Detained 
.82  Separation  of  Official  Mail  By 
Mailer 

140  Postage 

141  Stamped  Envelopes,  Postal  Cards, 
Aerogrammes 

141.1  Plain  Stamped  Envelopes 
.11  Envelopes  Available  at  Post 
Offices 

.12  Sales  at  Post  Offices 
.13  Precanceled  Envelopes 
.14  Window  Envelopes 
.15  Envelope  Dimensions 
.16  Private  Printing  of  Return 
Addresses 

141.2  Printed  Stamped  Envelopes 
(Special-Request) 

.21  F*rinted  Stamped  Envelopes 
Available 

.22  How  to  Order  Piinted  Stamped 
Envelopes 

.23  Style  of  Printing  Return  Addresses 
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.25  Optional  Printing 

.26  Other  Requirements 

.27  Prohibited  Printing 
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.23  Postage  Due 

142.3  Validity  of  Stamps 

142.4  Unlawful  Use  of  Stamps 


.41  By  Postal  Employees 
.42  Counterfeit  Stamps 

142.5  Reproduction  of  Stamps 

142.6  Imitations  of  Stamps  and  Official 
Markings 

.61  Postage  Stamps 

.62  Official  Markings  and  Designs 

.63  Permissible  Seals  and  Stickers 

143  Precanceled  Stamps 

143.1  General 
.11  Definition 

.12  Methods  of  Precanceling 
.13  Place  of  Mailing 
.14  Prohibition 

143.2  Philatelic  Sales 
.21  Non-Permit  Holders 
.22  Permit  Holders 

143.3  Mailer’s  Precancel  Postmark 
.31  Application 

.32  Approval 
.33  Format 

.34  Revocation  of  Mailer’s  Permit 

143.4  Stamps  Precanceled  By  Postal 
Service 

.41  Mailing  Permit  Required 

.42  Required  Format 

.43  Revocation  of  Mailer’s  Permit 

.44  Small  Quantities  Precanceled  By 

Handstamp 

144  Postage  Meters  and  Meter  Stamps 

144.1  Postage  Meters 
.11  Use  of  Meter  Stamps 
.12  Description  of  Meters 
.13  Meter  Manufacturers 

144.2  Meter  License 
.21  Application 

.22  Responsibilities  of  Licensee 
.23  Revocation 

144.3  Setting  Meters 
.31  Requirement 

.32  Place 
.33  Payment 

.34  Setting  Meter  for  Use  at  Another 
Post  Office 

.35  On-Site  Meter  Setting  F*rogram 
.36  Checking  Meter  Out-Of-Service 
.37  Refunds  for  Unused  Meter  Stamps 
.38  Computerized  Remote  Postage 
Meter  Resetting 

144.4  Meter  Stamps 
.41  Designs 

.42  Legibility 

.43  Fluorescent  Ink 

.44  Meter  Stamps  on  Tape 

.45  Position 

.46  Content 

.47  Date  of  Mailing 

.48  Hour  of  Mailing 

.49  Ad  Plates 

144.5  Mailings 
.51  Preparation 

.52  Place  of  Mailing 
.53  Mailing  Irregularities 

144.6  Lost  or  Stolen  Meters 

144.7  [Reserved] 

144.8  (Reserved) 
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144.9  Manufacture  and  Distribution  of 
Postage  Meters 

.91  Authorization  to  Manufacture  and 
Lease 

.92  Specifications 

.93  Testing  and  Approval 

.94  Safeguards 

.95  Distribution 

.96  Maintenance 

.97  Computerized  Remote  Postage 

Meter  Resetting 

.98  Notice  of  Proposed  Changes  in 
Regulations 

145  Permit  Imprints  (Mail  Without 
Affixed  Postage) 

145.1  Definition 

145.2  Permit 
.21  Application 
.22  Revocation 

145.3  Preparation  of  Permit  Imprints 

145.4  Content  of  Permit  Imprints 
.41  First-Class  Mail 

.42  Second-,  Third-,  and  Fourth-Class 
Mail 

.43  Mail  With  Special  Services 
.44  Company  Permit  Imprints  for  Any 
Class  of  Mail 

145.5  Format  of  Permit  Imprints 

145.6  Mailings  With  Permit  Imprints 
.61  Minimum  Quantities 

.62  Exceptions  to  Minimum  Quantities 

.63  Preparation  for  Mailing 

.64  Place  of  Mailing 

.65  Mailing  Statement 

.664  Prepayment  of  Postage  Required 

145.7  Use  of  Permit  Imprints 
.71  General 

.72  Place  of  Acceptance 

145.8  Optional  Acceptance  Procedure 
.81  Objective 

.82  Qualifications  Requirements 

.83  Applications 

.84  Approval  or  Denial 

.85  Renewal  of  Authorizations 

.86  Revocation 

.87  Mailing  Acceptance 

.88  Mailing  Records 

145.9  Alternate  Methods  of  Paying 
Postage 

.91  Application  Procedure 
.92  Conditions  of  Authorization 

146  Prepayment  and  Postage  Due 

146.1  Postage  Payment 
.11  Prepayment  Required 

.12  Unpaid  Matter  Found  in  the  Mail 
.13  Insufficient  Prepayment 
.14  Postage  on  Mail  Insufficiently 
Prepaid 

.15  Parcels  Containing  Written  Matter 

146.2  Mailable  Matter  Not  Bearing 
Postage  Found  In  or  On  Private  Mail 
Receptacles 

.21  Penalty 

.22  Collection  of  Postage 
.23  Report  to  Other  Office 
.24  Repeated  Violations 


146.3  Collection  of  Postage  Due 
.31  Collected  on  Delivery 

.32  Use  of  Postage  Due  Stamps 
.33  Use  of  Postage  Stamps,  Permit . 
Imprints,  or  Customer  Meter  Strips 
.34  Advance  Deposit 

146.4  When  Not  Collected 
.41  Stamps  Lost  Off  Mail 

.42  Addressed  to  Postmaster 
.43  Addressed  to  Regional  Office, 

Postal  Inspector  in  Charge,  and  Postal 
Inspectors 

.44  Addressed  to  Other  Federal 
Government  OfHces 
.45  Registered  Mail 

147  Exchanges  and  Refunds 

147.1  Exchanges  of  Stamps 
.11  Post  Office  Mistake 
.12  Purchaser's  Mistake 

.13  Unserviceable  Postal  Stationary 
and  Unused  Precanceled  Stamps 
.14  Nonexchangeable 

147.2  Refunds 
.21  Justification 

.22  Amount  Allowable 

.23  Unallowable  Refunds 

.24  Application  for  Postage  Refund 

.25  Meters  and  Meter  Stamps 

.26  Refund  Application  for  Retail 

Services 

148  Revenue  Deficiency 

148.1  General 

148.2  Appeal  of  Ruling 

149  Indemnity  Claims 

149.1  Insured  Mail  and  COD  Claims 
.11  Who  May  File 

.12  How  to  File 

.13  When  to  File 

.14  Information  Required 

.15  Payable  and  Nonpayable  Claims 

.16  Used  Articles — Lost  or  Damaged 

.17  Disposition  of  Damaged  Articles 

.18  Duplicate  Claims 

149.2  Registered  Mail  Claims 
.21  Who  May  File 

.22  How  to  File 

.23  When  to  File 

.24  Information  Required 

.25  Assignment  of  Responsibilities 

.26  Payment  Conditions 

.27  Disposition  of  Article 

.28  Followup  on  the  Status  of  a  Claim 

.29  Duplicate  Claims 

150  Collection  and  Delivery 

151  Private  Mail  Receptacles 

151.1  Designation  As  Authorized 
Depository 

151.2  Use  for  Mail  Only 

151.3  Maintaining  a  Clear  Approach  to 
Mailbox 

152  Mail  Deposit  and  Collection 

152.1  Collection  Times 

152.2  Ordinary  Deposit  of  Mail 


.21  Post  Office  Lobby 
.22  Collection  Boxes 
.23  Rural  Boxes 
.24  VIM  Mailrooms 

152.3  Deposit  of  Mail  With  Employees 

152.4  Mail  Chutes  and  Receiving  Boxes 
.41  Use 

.42  Installation,  Specification,  and 
Maintenance 

152.5  Bulk  Mailings 

152.6  Separation  of  Mail  By  Sender 

152.7  Recall  of  Mail 

.71  Who  May  Recall  Mail 

.72  Expenses 

.73  Original  Postage 

.74  Carriers 

.75  Registered  Mail 

.76  Telegram 

.77  Return 

152.8  Disposal  of  Mail  on  Request  By 
Mailer 

.81  Requests 

.82  Additional  Expenses 

.83  Postage 

.84  Disposal  Action 

153  Conditions  of  Delivery 

153.1  Delivery,  Refusal  and  Return 
.11  Conditions 

.12  Delivery  to  Persons  Having  Similar 
Names 

.13  Mail  Delivered  to  Wrong  Person 
.14  Checks  Issued  By  the  Federal 
Government 

.15  Checks  Issued  By  State  and  Local 
Governments 

.16  Mail  Marked /n  Core  O/ Another 
.17  Restricted  Delivery 
.18  Mail  Marked  Personal 
.19  Holding  Mail  at  Request  of 
Addressee 

153.2  Deliverj'  of  Addressee’s  Mail  to 
Another 

.21  Delivery  to  Addressee’s  Agent 
.22  Mail  Addressed  to  Minors 
.23  Mail  Addressed  to  Incompetents 
.24  Mail  Addressed  to  Deceased 
Persons 

153.3  Jointly  Addressed  Mail 

.31  Delivery  of  Jointly  Addressed  Mail 
.32  Delivery  of  Mail  Addressed  to 
Husbands  or  Wives 

153.4  Delivery  to  Officials  or 
Employees  of  Organizations 

153.5  Delivery  to  Officials  or 
Employees  of  Corporations  and 
Unincorporated  Firms 

.51  Mail  Addressed  to  Corporations 
.52  Mail  Addressed  to  Unincorporated 
Firms  or  Partnerships 

153.6  Delivery  to  Persons  at  Hotels, 
Institutions,  Schools,  Etc. 

.61  Mail  Addressed  to  Patients  or 
Inmates 

.62  Mail  Addressed  to  Persons  at 
Hotels,  Schools,  Etc. 
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.63  Registered  Mail  Addressed  to 
Persons  at  Hotels  and  Apartment 
Houses 

153.7  Conflicting  Orders  By  Two  or 
More  Parties  for  Delivery  of  Same  Mail 
.71  Delivery  to  Receiver 

.72  Reference  to  Regional  Counsel  for 
Ruling 

.73  Delivery  of  Mail  in  Accordance 
With  Court  Order 

153.8  Delivery  of  Packages 
.81  Heavy  or  Bulky  Packages 
.82  Unprotected  Places 

.83  Multiple-Floor  Buildings 
.84  Second-Attempt  Delivery 
.85  Street-Address  Delivery  for  Box 
Renters 

153.9  Delivery  to  Military 
Organizations  and  Naval  Vessels 

.91  Units  Not  Operating  Military  Post 
Offices 

.92  Units  Operating  Military  Post 
Offices 

.93  Identification 
.94  Return  Receipts 

154  General  Delivery 

155  City  Delivery 

155.1  Requirements  for  Delivery 
Service 

.11  Establishment 
.12  Extensions 

.13  E.xisting  Establishments  and 
Extensions  Not  Affected 

155.2  Delivery  Policy — Establishment 
and  Extensions 

.21  General 

.22  Business  Areas 

.23  Residential  Housing  (Except 

Apartment  Houses  and  Mobile  or 

Trailer  Homes) 

.24  Apartment  Houses 
.25  Mobile  or  Trailer  Homes 
.26  Exceptions 
.27  Local  Ordinances 

155.3  Requests  for  Delivery  Service 

155.4  Mail  Receptacles 

.41  Obligation  of  Customer 

.42  Keys  to  Customer  Private  Mail 

Receptacle 

.43  Door  Slot  Specifications 

155.5  Out-of-Bounds  Customers 

155.6  Apartment  House  Receptacles 
.61  General 

.62  Exceptions 

.63  Mail  Receptacles 

.64  Installation,  Specifications,  and 

Approval 

156  Rural  Service 

156.1  Rural  Stations  and  Branches 
.11  Establishment 

.12  Functions 
.13  Hours 

.14  Treatment  of  Mail 

156.2  Delivery  Routes 
.21  Establishment 


.22  Extensions 

.23  Road  Conditions 

.24  Obstructions  to  Travel 

.25  Multiple  Routes 

.26  Highway  Contract  Delivery 

156.3  Carrier  Service 
.31  Availability 

.32  To  Residence 
.33  Parcel  Delivery 
.34  Contagious  Disease 
.35  Withdrawal  of  Service 

156.4  Payment  of  Postage 
.41  Acceptance  of  Mail 
.42  Postage  Uncertain 
.43  Insufficient  Postage 

.44  Mailable  Matter  Not  Bearing 
Postage  Found  In  or  On  Rural  Mailboxes 

156.5  Rural  Boxes 
.51  Specifications 

.52  Painting  and  Identification 

.53  Posts  and  Supports 

.54  Location 

.55  Grouping 

.56  More  Than  One  Family 

.57  Locks 

.58  Unstamped  Newspapers 
.59  Noncomforming  Rural  Boxes 

157  Highway  Contract  Service 

157.1  Description 

157.2  Establishment 
.21  New  Service 
.22  Changes 

157.3  Box  Delivery  and  Collection 
.31  Service  Required 

.32  Availability 
.33  Delivery  of  Mail 
.34  Collection  of  Mail 

157.4  Location  of  Boxes  and 
Receptacles 

157.5  Duties  of  Postmasters 

157.6  Duties  of  Carriers 

157.7  Sale  of  Stamps  and  Stamp 
Supplies 

158  (Reserved) 

159  Undeliverable  Mail 

159.1  Mail  Undeliverable-As- 
Addressed 

.11  General  Provisions 

.12  Specific  Provisions 

.13  Undeliverable  Due  to  Postal 

Service  Adjustments 

.14  Endorsements 

.15  Treatment  of  Undeliverable-As- 

Addressed  Mail 

159.2  Forwarding 

.21  Change  of  Address  Order 
.22  Forwardable  Mail 
.23  Obvious  Value  Mail 
.24  Postage  for  Forwarding 
.25  Directory  Service 

159.3  Address  Correction  Service  and 
Return 

.31  Address  Correction  Service 
.32  Registered  and  COD  Mail 
.33  Return 


159.4  Disposition  of  Articles  Found 
Loose  in  the  Mail 

.41  Identified  Articles 

.42  Unidentified  Articles 

.43  Merchandise  Bearing  a  Controlled 

Name 

.44  Return  of  Merchandise 

159.5  Dead  Mail 
.51  Definition 

.52  Treatment  at  Local  Postal  Facility 

.53  Matter  Sent  to  Dead  Letter  and 

Dead  Parcel  Branches 

.54  Dead  Letter  Branches  and  Service 

Areas 

.55  Dead  Parcel  Branches 

160  Philately 

161  Policy 

162  Purpose  and  Selection  of 
Commemorative  Stamps  and  Postal 
Stationery  and  Philatelic  Products  . 

162.1  Purpose 

162.2  Selection 

162.3  Philatelic  Products 

163  Distribution  and  Sale  of  Stamps. 
Postal  Stationery,  and  Philatelic 
Products 

163.1  Distribution 

163.2  Requisitioning 

163.3  Retail  Sales 
.31  General 

.32  Philatelic  Centers 

.33  Dedicated  Philatelic  Windows 

.34  Temporary  Philatelic  Stations 

163.4  Mail  Order  Sales 

163.5  Sales  Policies 
.51  New  Issues 

.52  Regular  Stamp  Windows  and 
Stamp  Collecting  Centers 
.53  Philatelic  Outlets 

163.6  Stamp  Withdrawals 

164  Cancellations  for  Philatelic 
Purposes 

164.1  Definition  and  Policy 

164.2  Philatelic  Postmarking 
.21  General 

.22  Cooperation  With  Collectors 
.23  Hand  Back  and  Mail  Back  Service 

164.3  Permissible  Cancellation  Devices 
■  .31  Handstamped  Cancellations  for 

Collectors 
.32  Obliterators 

164.4  Types  of  Postmarks  or 
Cancellations 

.41  First  Day  of  Issue 

.42  Pictorial  Cancellations 

.43  Special  Die  Hub  Cancellations 

.44  Standard  Cancellations 

.45  Flight  Cancellations 

.46  Regular  Machine  Cancellations 

164.5  First  Day  of  Issue 
.51  First  Day  Sale 

.52  Notification 

.53  First  Day  Covers 

.54  Unofncial  First  Day  Covers 
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164.6  Flight  Covers 
.61  Definition 

.62  Authorization 

.63  Preparation  of  Covers 

.64  Submittal  of  Covers 

.66  Compliance  With  Collector’s 

Requests 

.66  When  Cachets  Must  Not  Be 
Applied 

.67  Backstamping 
.68  Delay  of  Flight 

164.7  When  and  Where  Philatelic 
Postmarking  May  Be  Done 

.71  Date  and  Place  of  Postmarking 
.72  Preparation  Requirements 
.73  Special  Materials  on  Which 
Cancellations  Are  Requested 
.74  Holding  the  Mail 
.75  Damaged  or  Missing  Covers 
.76  Special  Requests 
.77  Military  Post  Offices 

164.8  Cover  Servicers  and  Dealers 
.81  Definition 

.82  Mail  Back  Service 
.83  Conditions  of  Service 

164.9  Cancellation  Services  at 
Temporary  Philatelic  Stations 
.91  Approval 

.92  Requirements 

.93  Publicity 

.94  Equipment 

.95  Service  Limitations 

.96  Use  and  Return  of  Equipment 

165  Special  Philatelic  Services, 
Products,  and  Programs 

165.1  Postal  Cacheted  Envelopes 

165.2  Presentations 

165.3  Autographs 

166  Cop>Tight  of  Philatelic  Designs 

166.1  Policy 

166.2  Permission  for  Use 
16G.3  Reproduction  of  Designs 

166.4  Requests  for  Licenses 

170  Special  Cancellations 

171  Authorization 

172  Revocation 

173  Requirements  for  Obtaining 
Special  Stamp  Cancellation  Die  Hubs 

173.1  Application 

173.2  Referral  By  Postmaster 

173.3  Approval  or  .Denial 

173.4  Cost 

174  Disposition 

174.1  After  Use 

174.2  Unserviceable  Die  Hubs 

175  Mail  Submitted  for  Special 
Cancellations 

175.1  Postage 

175.2  Holding  the  Mail 


CHAPTER  2— EXPRESS  MAIL 

210  Rates  and  Fees 

211  General  Information 

212  Express  Mail  Same  Day  Airport 
Service  Rates 

213  Express  Mail  Custom  Designed 
Service  Rates 

214  Express  Mail  Next  Day  Service 
Rates 

220  Classification 

221  Description 

221.1  Availability  of  Service 

221.2  Service  Offerings 

222  Express  Mail  Same  Day  Airport 
Service 

222.1  Availability  of  Service 

222.2  Refund  of  Postage 

223  Express  Mail  Custom  Designed 
Service 

223.1  Availability  of  Service 
.11  Scheduled  Basis 

.12  Designated  Facilities  and  Locations 

223.2  Service  Agreement 

.21  Provisions  in  All  Custom  Designed 
Agreements 

.22  Commencement  of  Service 
Agreements 

.23  Termination  of  Service  Agreements 

223.3  Service  Guarantee 

224  Express  Mail  Next  Day  Service 

224.1  Availability  of  Service 

224.2  Types  of  Service  Available 

.21  Post  Office  to  Pest  Office  Service 
.22  Post  Office  to  Addressee  Service 

224.3  Service  Agreement 

224.4  Service  Guarantee 

230  Service  Guarantee 

240  Authorizations  and  Permits 

241  Service  Agreements 

242  Special  Permit  and  Postage  Trust 
Accounts 

250  Physical  Limitations 

251  Weight 

252  Size 

260  Preparation  Requirements 

261  Express  Mail  Same  Day  Airport 
Service 

262  Express  Mail  Custom  Designed 
Service 

263  Express  Mail  Next  Day  Service 
270  Mailing 


280  Payment  of  Postage 

290  Ancillary  Services 

291  Forwarding 

292  Return 

293  Evidence  of  Mailing 

294  Insurance  and  Indemnity 

294.1  General 

294.2  Document  Reconstruction 
Insurance 

294.3  Merchandise  Insurance 

294.4  Indemnity  Payment,  Exceptions 

295  Claims  Procedures 
CHAPTER  3— FIRSr-CLASS  MAIL 
310  Rates  and  Fees 

320  Classification 

321  General  Description 

321.1  Matter  Mailable  at  First-Class 
Rates 

321.2  Examples 

321.3  Air  Transportation  Prohibitions 

322  Postal  and  Post  Cards 

322.1  Postal  Cards 

322.2  Post  Cards 

322.3  Restrictions  on  the  Use  of  Double 
and  Single  Postal  and  Post  Cards 

.31  General  Restrictions 

.32  Cards  Mailable  Under  322.31  h. 

i,  or  j 

322.4  Cards  Other  Than  Postal  and 
Post  Cards 

323  Presorted  First-Class  Mail 

324  First-Class  Zone  Rated  (Priority) 
Mail 

324.1  Description 

324.2  Acceptable  Articles,  Exceptions 
.21  Air  Transportation  Limitations 
.22  Exceptions 

324.3  Additions  and  Enclosures 

330  Service  Objectives 

331  General 

332  Specific 

340  Authorizations  and  Permits 

341  Annual  Presort  Fee 

342  Other  Permits  Required 

350  Physical  Limitations 

351  Weight  Limits 

352  Size  Limits 

352.1  Length  and  Girth 
.11  Maximum  Dimensions 
.12  Measurement 

.13  Two  or  More  Packages  “ 

352.2  Shape,  Ratio,  and  Sealing 
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.21  Standards 

.22  Recommendations 

353  Nonstandard  First-Class  Mail 

353.1  Size  Limits 

353.2  Delays 

353.3  Surcharge 

360  Preparation  Requirements 

361  General  Requirements 

362  Preparation  of  Presort  Rate  Mail 

362.1  Addresses 

362.2  Markings  Required 

362.3  Mailing  Statement 

362.4  Sorting  Requirements 
.41  Packages 

.42  Rubber  Bands 
.43  Labeling  of  Packages 
.44  Traying  and  Pouching 
.45  Sortation 

362.5  Presort  Verification 
.51  Where  Verified 

.52  When  a  Presort  Mailing  Is 
Disqualified 

363  First-Class  Zone  Rated  (Priority) 
Mail:  Marking  and  Sealing 

363.1  Marking 

363.2  Sealing 

370  Mailing 

371  Regular  Single  Piece  and  Card 
Rates 

372  Presort  Rates 

373  First-Class  Zone  Rated  (Priority) 
Mail 

380  Payment  of  Postage 

381  Single  Piece  Rates 

381.1  Method  of  Payment 

381.2  Payment  According  to  Weight 

381.3  Aggregation  of  Letters 
.31  More  Than  One  Mailer 
.32  More  Than  One  Letter 

382  Presort  Rates 

382.1  Method  of  Payment 

382.2  Exact  Postage  on  Each  Piece 

382.3  Presort  Rate  on  Residual  Pieces 
.31  Identical  Pieces 

.32  Nonidentical  Pieces 

.33  Payment  of  Additional  Postage 

383  First-Class  Zone  Rated  (Priority) 
Rates 

390  Ancillary  Services 

391  Forwarding 

391.1  Pieces  Weighing  12  Ounces  or 
Less 

391.2  Pieces  Weighing  Over  12  Ounces 

392  Return  and  Address  Correction 

362.1  All  Except  Card  Rate 
.11  Return 

.12  Address  Correction 

392.2  Postal  and  Post  Cards  ■ 


CHAPTER  4— SECOND-CLASS  MALL 

410  Rates  and  Fees 

411  Rates 

.411.1  General 
.11  Rate  Elements 
.12  Form  3541 

411.2  In-County  Rates 
.21  General  Application 
.22  Independent  Cities 

411.3  Out-Of-County  Rates 
.31  General 

.32  General  Publications  and  Science 
Of  Agriculture  Publications 
.33  Special  Nonprofit  Rate 
.34  Classroom  I^blications 

411.4  Rate  for  Nonsubscriber  Copies 
.41  Commingled  and  Presorted  With 
Subscribers’  Copies 

.42  Transient  Rate  for  Noncommingled 
Copies 

412  Fees 

412.1  Fees  for  Second-Class  Privileges 

412.2  Fee  for  Address  Correction 
Service 

420  ClassiHcation 

421  Requirements  for  all  Second-Class 
Publications 

421.1  Periodical  Publications 

421.2  Regular  Issuance 

421.3  Issuance  From  a  Known  Office  of 
Publication 

421.4  Printed  Sheets 

422  Types  of  Authorizations 

422.1  Qualification  Categories 

422.2  General  Publications 
.21  Contents 

.22  Circulation  Requirements 
.23  Advertising  Restrictions 

422.3  Publications  of  Institutions  and 
Societies 

.31  Types  of  Publications  Eligible 
.32  Provisions  for  General  Advertising 

422.4  Publications  Issued  By  State 
Departments  of  Agriculture 

422.5  Foreign  Publications 

423  Special  Second-Class  Privileges 

423.1  Special  Nonprofit  Rate 
.11  Authorization 

.12  Publications  of  Qualified  Nonprofit 
Organizations 

.13  Definitions  of  Eligible  Nonprofit 
Organizations 

.14  Publications  of  Other  Qualified 
Organizations 

423.2  Classroom  Rate 

423.3  Science  of  Agriculture  Rate 

424  Second-Class  Mailing  Privileges 
for  News  Agents 

424.1  Definition 

424.2  Information  Required 

424.3  Remailing  Without  Payment  of 
Postage  Prohibited 

424.4  Copies  Subject  to  the 
Nonsubscriber  Rates 


424.5  Return  of  Portions  of  Unsold 
Publications 

425  What  May  Be  Mailed  at  the 
Second-Class  Rates 

425.1  Complete  Copies 

425.2  Editions  and  Special  Issues 

425.3  Back  Numbers  and  Reprints 

425.4  Supplements 

425.5  Parts  and  Sections 
.51  Regular  Pages 

.52  Title 
.53  Number 
.54  Restrictions 

425.6  Enclosures 

425.7  Additions 

425.8  Novelty  Pages 
.81  Definition 

.82  Examples 

425.9  Advertisements 

.91  Integral  Part  of  the  Publication 
.92  Physical  Makeup 

426  Copies  Not  Paid  for  By  the 
Addressee 

426.1  Sample  Copies 
.11  Mailing  Conditions 

.12  Copies  Mailed  for  Advertising 
Purposes 

.13  Addressing  and  Mailing 

426.2  Copies  Paid  for  By  Advertisers 

426.3  Copies  Paid  for  As  Gifts 

426.4  Exchange  Copies 

426.5  Expired  Subscriptions 

426.6  Complimentary  Copies 

426.7  Advertisers’  Proof  Copies 

426.8  Copies  Mailed  By  Printer 

430  Service  Objectives 

431  General 

432  Newspaper  Treatment 

440  Authorizations  and  Permits 

441  Original  Entry  for  Publishers  and 
News  Agents 

441.1  Application  Forms  and  Copies 
Filed 

.11  General 

.12  General  Publications 

.13  Publications  of  Institutions  and 

Societies 

.14  Publications  Issued  By  State 
Departments  Of  Agriculture 
.15  Foreign  Publications 
.16  News  Agents 

441.2  Granting  or  Denying 
Applications 

.21  Responsibility 

.22  Granting  an  Application 

.23  Denying  an  Application 

441.3  Acceptance  After  the  Application 
Is  Filed 

.31  General 

.32  Record  of  Postage  Paid 
.33  Refund 

441.4  Effeotive  Date 
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441.5  Revocation  or  Suspension  of 
Second-Class  Privileges 
.51  General 

.52  Initial  Determination  and  Appeal 
.53  Procedures 

442  Additional  Entry  Applications 

442.1  Application  Procedure 

442.2  Restrictions 
.21  Same  County 

.22  Transportation  Restrictions 

442.3  Granting  or  Denying 
Applications 

.31  Responsibility 

.32  Granting  an  Application 

.33  Denying  an  Application 

443  Applications  to  Mail  at  Special 
Second-Class  Rates 

443.1  General  Application  Procedures 

443.2  Specific  Application  Procedures 
.21  Special  Nonprofit  Rate 

.22  Classroom  Rate 

.23  Science  of  Agriculture  Rate 

443.3  Granting  or  Denying 
Applications 

.31  Responsibility 

.32  Granting  an  Application 

.33  Denying  an  Application 

443.4  Mailing  While  Application  Is 
Pending 

.41  Application  for  a  Publication 
Already  Authorized  Second-Class  Entry 
.42  Applications  for  Original  Entry  and 
Special  Rate  Entry  Filed  Simultaneously 
43  Effective  Date 

443.5  Appeals 

444  Application  for  Reentry 

444.1  Form  3510 

444.2  Changing  Qualification 
Categories 

.21  General  to  Institutions  and 
Societies 

.22  Institutions  and  Societies  to 
General 

444.3  General  Advertising 

444.4  Acceptance  After  the  Application 
Is  Filed 

444  5  Granting  or  Denying 
Applications 

.51  Responsibility 

.52  Granting  an  Application 

.53  Denying  an  Application 

445  Application  for  Exceptional 
Dispatch 

445.1  General 

445.2  Application 

445.3  Approval  or  Denial 

445.4  Verification 

446  Revocation  of  Additional  Entry, 
Special  Second-Class  Privileges. 
Reentry,  and  Exceptional  Dispatch 

447  Maintenance  and  Verification  of 
Publisher  Records 

447.1  Eligibility  Records 


447.2  Information  Requirements 

447.3  Types  of  Records 

447.4  Verification  Requirements 

447.5  Verification  Procedures 

448  Statement  of  Ownership, 
Management,  and  Circulation 

448.1  Filing  Requirements 

448.2  Information  Required 

448.3  Publication  Requirements 
.31  General  Publications 

.32  Other  Publications 

448.4  Other  Forms  Required 

448.5  Failure  to  Submit  Required 
Information  or  Forms 

449  Fees 

450  Physical  Limitations 

460  Preparation  Requirements 

461  Identification  Statements  in  Copies 

461.1  Information  Required 

461.2  Sample  Format 

462  Preparation 

462.1  Folding 

462.2  Wrapping 

462.3  .Addressing 

463  Marking 

463.1  Marking  of  Paid  Reading  Matter 
.11  General 

.12  More  Than  One  Page 
.13  Included  in  a  Statement 

463.2  Notice  of  Entry 

463.3  Return  Postage  Guaranteed 

463.4  Requests  for  Change  of  Address 

463.5  Publications  Authorized 
Newspaper  Treatment 

464  Presort  Requirements 

464.1  Packaging  Requirements 
.11  Firm  Packages 

.12  5-Digit  Packages 

.13  Loose  Packing 

.14  Mixed  City  Packages 

.15  SCF  Packages 

.16  State  Packages 

.17  Mixed  State  Packages 

.18  Facing 

.19  Package  Labels 

464.2  Sacking  Requirements 
.21  General 

.22  5-Digit  Sacks 
.23  Mixed  City  Sacks 
.24  SCF  Sacks 
.25  State  Sacks 
.26  Mixed  State  Sacks 

464.3  Bundling  Instead  of  Sacking 
.31  Regional  Authorization 

.32  Bundling  Requirements 

464.4  Palletizing  Instead  of  Sacking 
.41  Regional  Authorization 

.42  Palletizing  Requirements 

464.5  Copies  for  Military  Post  Offices 
Overseas 

.51  Direct  Packages 
.52  Mixed  Packages 


.53  Direct  Sacks 
.54  Mixed  Sacks 

464.6  Preparing  Out-Of-County  Rated 
Pieces  (Levels  B.  C.  and  E) 

470  Mailing 

471  Who  May  Mail 

472  Place  of  Mailing 
430  Payment  of  Postage 

481  Payments  in  Advance  of  Dispatch 

482  Mailing  Statement 

482.1  Computing  Postage 

482.2  General  Rule 
.21  When  to  File 

.22  Percentage  of  Advertising 

.23  Determining  Average  Weight  Per 

Copy 

.24  Copies  of  Previous  and  Current 

Issues  Combined 

.25  Mailing' While  Application  Is 

Pending 

482.3  Monthly  Mailing  Statement 
.31  Authorization  to  Use 

.32  When  to  File 

.33  Completion  of  Mailing  Statement 
By  Mailer 

.34  Computation  of  Postage  By  Post 
Office 

482.4  Key  Rate 
.41  Definition 

.42  Authority  to  Use 

.43  Statements  of  Distribution 

.44  Computation 

.45  News  Agent’s  Mailing  Statement 

483  Marked  Copy 

483.1  Requirement  to  File 

483.2  Payment  of  Advertising  on 
Reading  Portions 

490  Ancillary  Serv  ices 

491  Forwarding 

491.1  Local  Change  of  Address 

491.2  Non-Local  Change  of  Address 
.21  Guarantee  to  Pay  Forwarding 
Postage 

.22  Failure  to  Guarantee 

492  Address  Correction  Service 

492.1  Notifying  Publishers 

492.2  Sending  Notification 

493  Return 

CH  APTER  5— CONTROLLED 
CIRCULATION  MAIL 

510  Rates  and  Fees 

511  Rates 

511.1  Rate  Elements 

511.2  Current  Rates 

511.3  Form  3541-A 

512  Fees 

512.1  Address  Correction  Service  Fee 

512.2  Application  Fee 
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520  Classification 

521  Description  and  Qualifications 

522  Definition  of  Advertising 

522.1  General 

522.2  Specific 

523  What  May  Be  Mailed 
530  Service  Objectives 

540  Authorizations  and  Permits 

542  Controlled  Circulation 
Applications 

541.1  General 

541.2  Application  Procedures 

541.3  Approving  or  Denying 
Applications  " 

541.4  Mailing  While  Application  Is 
Pending 

.41  General 

.42  Record  of  Postage  Paid 
.43  Refund 

541.5  Effective  Date 

541.6  Appeal  of  a  Denied  Application 

542  Change  in  Title  or  Frequency 

543  Revocation  of  Controlled 
Circulation  Privileges 

543.1  Notice  By  Postmaster 

543.2  Determination 

350  Physical  Limitations 

560  Preparation  Requirements 

561  Identification  Statements  in  Copies 

561.1  Information  Required 

561.2  Sample  Format 

561.3  Known  Office  of  Publication 

561.4  Wrapped  Publications 

561.5  Mailed  From  More  Than  One 
Office 

562  Preparation 

562.1  Folding 

562.2  Wrapping 

562.3  Addressing 

563  Marking 

563.1  Notice  of  Entry 

563.2  Return  Postage  Guaranteed  ' 

563.3  Requests  for  Change  of  Address 

564  Presort  Requirements 

564.1  Packaging  Requirements 
.11  Firm  Packages 

.12  5-Digit  Packages 

.13  Loose  Packing 

.14  Mixed  City  Packages 

.15  SCF  Packages 

.16  State  Packages 

.17  Mixed  State  Packages 

.18  Facing 

.19  Package  Labels 

564.2  Sacking  Requirements 
.21  General 

.22  5-Digit  Sacks 
.23  Mixed  City  Sacks 
.24  SCF  Sacks 


.25  State  Sacks 

.26  Mixed  State  Sacks 

564.3  Bundling  Instead  of  Sacking 

.31  Regional  Authorization 

.32  Bundling  Requirements 

.564.4  Palletizing  Instead  of  Sacking 

.41  Regional  Authorization 

.42  Palletizing  Requirements 

564.5  Copies  for  Military  Post  Offices 

Overseas 

.51  Direct  Packages 
.52  Mixed  Packages 
.53  Direct  Sacks 
.54  Mixed  Sacks 

570  Mailing 

580  Payment  of  Postage 

581  Payment  in  Advance  of  Dispatch 

582  Mailing  Statement 

582.1  Submitting  for  3541-A 

582.2  Mailing  While  Application  Is 
Pending 

582.3  Computing  Average  Weight 

583  Marked  Copy 

584  Statistical  Statement 
583  Mailer’s  Records 

590  Ancillary  Services 

591  Forwarding 

591.1  Local  Change  of  Address 

591.2  Non-Local  Change  of  Address 
.21  Guarantee  to  Pay  Forwarding 
Postage 

.22  Failure  to  Guarantee 
392  Address  Correction  Service 

592.1  Notifying  Publishers 

592.2  Sending  Notification 

593  Return 

CHAPTER  6— THIRD-CLASS  .MAIL 

610  Rates  and  Fees 

611  Rates 

611.1  Single  Piece  Rates 
.11  General 

.12  Exception 

611.2  Bulk  Rates 

611.3  Minimum  Bulk  Rate  Postage 

611.4  Keys  and  Identification  Devices 

611.5  Exception 

612  Fees 

612.1  Annual  Bulk  Mailing  Fee 

612.2  Address  Correction  Service  Fee 

620  Classification 

621  Description 

621.1  General 

621.2  Circulars 

621.3  Printed  Matter 

621.4  Sealing  and  Securing 

622  Third-Class  Bulk  Mail 

622.1  Eligibility 


622.2  Postage 

622.3  Merging  and  Presorting 

622.4  Services  Not  Available 

622.5  [Reserved) 

623  Special  Bulk  Rates 

623.1  Authorization 

623.2  Qualified  Nonprofit 
Organizations 

.21  General 

.22  Primary  Purpose 

.23  Definitions  of  Eligible  Nonprofit 

Organizations 

623.3  Qualified  Political  Committees 
.31  General 

.32  TJefinitions  of  Qualified  Political 
Committees 

623.4  Ineligible  Organizations 

623.5  What  May  Be  Mailed 

623.6  Identification 

624  Keys  and  Identification  Items 

625  .'Additions 

626  Enclosures 

626.1  With  Books  and  Catalogs  Mailed 
at  Bulk  Rates 

.11  General 
.12  Invoices 

626.2  With  All  Other  Third-Class 
Matter 

627  Attachments 

627.1  To  Books  and  Catalogs  Mailed  at 
Bulk  Rates 

G27.2  To  AH  Other  Third-Class  Matter 

628  Other  Additions,  Enclosures,  and 
Attachments 

630  Service  Objectives 

640  Authorizations  and  Permits 

641  Annual  Fee-Bulk  Rates 

642  Application  to  Mail  at  the  Special 
Bulk  Rates 

642.1  Application  Procedures 
.11  Filing 

.12  Evidence  of  Qualification 

642.2  Granting  or  Denying 
Applications 

642.3  .Appeal  Procedures 

642.4  Mailing  While  Application 
Pending 

.41  General 

.42  Record  of  Postage  Paid 
.43  Refund 
.44  Effective  Date 
.45  Appeals 

643  Revocation 

643.1  Notice  of  Revocation 

643.2  Initiating  a  Review 

643.3  Revocation  for  Nonuse 

650  Physical  Limitations 

651  Weight  and  Size  Limits 

651.1  Weight 

651.2  Size,  Shape,  and  Ratio 
.21  Standard 
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.22  Recommendations 

652  Nonstandard  Third-Class  Mail 

652.1  Size  Limits 

652.2  Delays 

652.3  Surcharge 

660  Preparation  Requirements 

661  Addressing 

661.1  General 

661.2  ZIP  Code 

662  Marking 

662.1  Single  Piece  Rate  _ 

662.2  Bulk  Rates 

663  Preparation  of  Bulk  Rate  Mailings 

663.1  Standard  Preparation 
Requirements 

.11  Packaging  Requirements 
.12  Sacking  Requirements 

663.2  Optional  Preparation 
Requirements  for  Machinable  Parcels 
.21  General 

.22  Sacking  Requirements 

663.3  Bundling  Instead  of  Sacking 
.31  Regional  Authorization 

.32  Bundling  Requirements 

663.4  Palletizing  Instead  of  Sacking 
.41  Regional  Authorization 

.42  Palletizing  Requirements 

663.5  Irregular  Parcels  (SPR’s) 

.51  Exemptions  From  Packaging 
Requirements 

.52  Authorizing  Commingling 
.53  Waiving  Bundling  Requirements 
.54  Labeling  Sacks 

664  Merchandise  Samples 

664.1  General 

664.2  Address  Cards 

664.3  Samples 

664.4  Postage 

664.5  Mailing  Periods 

665  Catalogs  and  Books 

670  Mailing 

671  Single  Piece  Rates 

672  Bulk  Rates 

672.1  Regular  Bulk  Rates 

672.2  Special  Bulk  Rates 

680  Payment  of  Postage 

681  Method  of  Payment 

681.1  Single  Piece  Mailings 

681.2  Bulk  Mailings 

.21  Identical  Weight  Pieces 
.22  Nonidentical  Weight  Pieces 
.23  Single  Piece  Weight 

682  Mailing  Statement  for  Bulk 
Mailings 


690  Ancillary  Service 

691  Forwarding  and  Return 

692  Return 

693  Address  Correction 

694  No  Service  Requested 
CHAPTER  7— FOURTH-CLASS  MAIL 

710  Rates  and  Fees 

711  Rates 

711.1  Parcel  Post  Rates 

711.2  Bound  Printed  Matter  Rates 

711.3  Special  Fourth-Class  Rates 

711.4  Library  Rate 

712  Fees 

712.1  Annual  Fourth-Class  Presort 
Mailing  Fee 

712.2  Address  Correction  Fee 

720  Classification 

721  General  Provisions  Applicable  to 
All  Fourth-Class  Mail 

721.1  Description 

721.2  Additions  and  Enclosures 

722  What  May  Be  Mailed  at  Parcel 
Post  Rates 

722.1  Description 

722.2  Bulk  Parcel  Post 
.21  Requirements 

.22  Special  Services 
.23  Enclosures 

723  What  May  Be  mailed  at  Bound 
Printed  Matter  Rates 

723.1  Description 

723.2  Bulk  Bound  Printed  Matter 
.21  Requirements 

.22  Special  Services 
.23  Enclosures 

724  What  May  Be  Mailed  at  Special 
Fourth-Class  Rates 

724.1  General  Description 

724.2  Special  Fourth-Class  Presort 
Rates 

.21  Applicability 
.22  Qualification  for  Presort  Rates 
.23  Nonqualifying  Pieces 
.24  Nonidentical  Pieces 

724.3  Enclosures 
.31  General 

.32  Books 

.33  Sound  Recordings 
.34  Other  Material 

725  What  May  Be  Mailed  at  the 
Library  Rate 

725.1  Description 

725.2  Items  on  Loan  or  Exchange 

725.3  Items  Not  Required  To  Be  on 
Loan  or  Exchange 

725.4  Books  Mailed  by  a  Publisher  or 
Distributor 

725.5  Enclosures 
.51  Genera] 

.52  Books 


.53  Sound  Recordings 
.54  Other  Material 

730  Service  Objectives 

740  Authorizations  and  Permits 

741  Nonidentical  Pieces  Mailed  at  the 
Bulk  Parcel  Post  Zone  Rate 

742  Special  Fourth-Class  Presort 
Mailing  Fee 

750  Physical  Limitations 

751  Weight  and  Size  Limits 

752  How  To  Compute  the  Size  of  a 
Parcel 

752.1  Measurement 

752.2  Two  or  More  Packages 

760  Preparation  Requirements 

761  General  Requirements 

761.1  Addressing 

761.2  Sealing 

762  Preparation  of  Bulk  Parcel  Post 

762.1  Marking 

762.2  Separation 

763  Preparation  of  Bound  Printed 
Matter 

763.1  Markings  Required 

763.2  Recommended  Separations 

763.3  Required  Separation  for  Bulk 
Mailings 

763.4  Optional  Handling  of  Bulk 
Mailings  Weighing  Over  2  Pounds 

763.5  Bundling  Instead  of  Sacking 
.51  Regional  Authorization 

.52  Bundling  Requirements 

763.6  Palletizing  Instead  of  Sacking 
.61  Regional  Authorization 

.62  Palletizing  Requirements 

764  Preparation  of  Special  Fourth- 
Class  Presort  Rate  Mail 

764.1  Markings  Required 

764.2  Sack  Labeling  Requirements 
.21  General 

.22  Level  A  Presort  Rate  Mailings 

.23  Level  B  Presort  Rate  Mailings 

Mailed  Under  724.222b 

.24  All  Other  Level  B  Presort  Rate 

Mailings 

764.3  Container  or  Pallet  Labeling 
.31  General 

.32  Level  A  Presort  Rate  Mailings 

.33  Level  B  Presort  Rate  Mailings 

Mailed  Under  724.222b 

.34  All  Other  Level  B  Presort  Rate 

Mailings 
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765  Preparation  of  Library  Rate 
Materials 

770  Mailing 

771  Single  Piece  Rates 

772  Bulk  or  Presort  Rates 

773  Parcels  Exceeding  Size  or  Weight 
Limits 

780  Payment  of  Postage 

781  Single  Piece  Mailings 

782  Bulk  Rate  Mailings 

790  Ancillary  Services 

791  Forwarding  and  Return 

792  Return 

792.1  Pieces  Bearing  Return 
Instructions 

792.2  Pieces  Bearing  a  Meter  Stamp 

792.3  Rates  and  Conditions 

793  Address  Correction 

794  No  Service  Requested 
CHAPTER  8— [RESERVED! 

CHAPTER  9— SPECIAL  SERVICES 

910  Special  Mail  Services 

911  Registered  Mail 

911.1  Description 
.11  Purpose 

.12  What  May  Be  Registered 
.13  Where  to  Mail 
.14  Registration  Not  Available 
.15  Additional  Services 

911.2  Fees  and  Liability 
.21  Fees 

.22  Payment  of  Fees  and  Postage 
.23  Postal  Insurance  Liability 
.24  Refunds 

.25  Declaration  by  Sender 
.26  Mail  Registered  Without 
Prepayment 

911.3  Preparation  for  Mailing 
.31  Conditions 

.32  Sealing 

.33  Fragile  Items 

.34  Packing 

.35  W'indow  Envelopes 

.36  Firm  Registration  Books 

.37  Return  Receipts  and  Restricted 

Delivery 

.38  Mailing  Receipts 
.39  Withdrawal  or  Recall 

911.4  Delivery 
.41  Procedure 

.42  Notice  of  Arrival 
.43  Restricted  Delivery 
.  .44  When  Not  Delivered 
.45  Highway  Contract  Route  Delivery 
.46  Bad  Condition 

912  Certified  Mail 

912.1  Description 

912.2  What  May  Be  Certified 

912.3  Fees 

912.4  Mailing 


.41  Payment  of  Fees  and  Postage 

.42  Points  to  Which  Mailable 

.43  Where  to  Mail 

.44  How  to  Mail 

.45  Firm  Mailing  Books 

912.5  Delivery 

.51  Procedure 
.52  Notice  of  Arrival 

913  Insured  Mail 

913.1  Description 
.11  Purpose 

.12  What  May  Be  Insured 
.13  What  Cannot  Be  Insured 

913.2  Fees  and  Liability 
.21  Fees 

.22  Payment  of  Fees  and  Postage 

913.3  Additional  Services 
.31  Restricted  Delivery 
.32  Return  Receipt 

913.4  Mailing 

.41  Where  to  Mail 

.42  Inquiry  As  to  Contents  and 

Preparation 

.45^  Individual  Receipts  for  Mailing 

.44  Firm  Mailings 

.45  Mailing  on  Rural  Routes  and  at 

Nonpersonnel  Rural  Units 

.46  Endorsements 

913.5  Delivery 

.51  General  Provisions 

.52  At  Letter  Carrier  Offices 

.53  At  Offices  Not  Having  Carrier 

Delivery  Service 

.54  Rural  Delivery 

.55  On  Highway  Contract  Routes 

.56  Damaged  Packages 

.57  Spoiled  Contents 

.58  Examination  of  Mail 

913.6  Delivery  Receipts 
.61  Unnumbered  Packages 
.62  Numbered  Packages 

914  Collect  on  Delivery  Mail 

914.1  Description 
.11  Purpose 

.12  What  May  Be  Sent  COD 
.13  Conditions 

.14  What  May  Not  Be  Sent  COD 

.15  Restrictions  on  COD  Service  to 

Military  Installations 

.16  Service  With  U.S.  Possessions  and 

Territories 

.17  Additional  Services 
.18  Delays  in  Remittance 

914.2  Fees 

.21  In  Addition  to  Postage 
.22  Payment  of  Fees  and  Postage 

914.3  Mailer  Printed  Tags 
.31  Approval 

.32  Basic  Tag  Requirements 
.33  Nursery  Stock  Shipments 

914.4  Mailing 

.41  Preparation  for  Mailing 
.42  Where  to  Mail 

914.5  Delivery 
.51  Procedure 


.52  Notice  of  Arrival 

915  Special  Delivery 

915.1  Description 

915.2  Points  of  Delivery 

915.3  Dispatch  and  Transportation 

915.4  Payment 
.41  Fees 

.42  Prepayment  of  Fee 

915.5  Marking 

915.6  Forwarding 

916  Special  Handling 

916.1  Description 

916.2  Fees 

916.3  Marking 

916.4  Forwarding 

917  Business  Reply 

917.1  Description 

917.2  Permit 

917.3  Postage  and  Fees 
.31  Annual  Fee 

.32  Third  Party  Arrangements 

.33  Advance  Deposit  Trust  Account 

.34  Amount  Collected 

.35  Addressed  to  Different  Firms 

.36  Payment  of  Postage 

.37  Amount 

.38  Cards 

.39  With  Postage  Affixed 

917.4  Piece  Count  for  Bulk  Quantities 

917.5  Format 
.51  General 

.52  Required  Format  Elements 

917.6  Illustration  of  Business  Reply 
Mail 

917.7  Distribution 

917.8  Permit  Holder 

918  Parcel  Airlift 

918.1  Definition 

918.2  Description  of  Service 

918.3  Physical  Limitations 

918.4  Fees 

918.5  Marking 

920  [Reserved] 

930  Supplemental  Mail  Services 

931  CertiHcates  of  Mailing 

931.1  Purpose 

931.2  Fees 

.21  Individual  Pieces 
.22  Bulk  Pieces 

931.3  Forms 

.31  Who  Prepares 
.32  Individual  Certificates 
.33  Firm  Mailing  Books 
.34  Bulk  Mailings 
.35  Quantity  Mailings 

931.4  Additional  Certificates  After 
Mailing 

931.5  Payment  and  Certification 

931.6  Payment  and  Certification  for 
Official  Mail 
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932  Return  Receipts 

932.1  Purpose 

932.2  Fees 

932.3  Procedures  at  Mailing  Office 

932.4  Refunds 

933  Restricted  Delivery 

933.1  Purpose 

933.2  Fee 

933.3  Procedures 

.31  At  the  Time  of  Mailing 
.32  After  Mailing 

933.4  Authorization  of  an  Agent 

933.5  Refunds 

940  Nonmail  Services 

941  Money  Orders 

941.1  Issuance 
.11  Where  Sold 

.12  Amounts.  Fees,  and  Payment 
.13  Issuance  Procedures 
.14  Issuance  to  Rural  Customers 
.15  Spoiled  or  Incorrectly  Prepared 
Money  Orders 

.16  Money  Orders  Lost,  Damaged,  or 
Improperly  Endorsed 

941.2  International  Money  Orders 

941.3  Cashing 

.31  Restrictions  on  Payment 
.32  Where  To  Cash 
.33  Signature  Requirements 
.34  Payment  to  Other  Than  Payee 
.35  When  Orders  Will  Not  Be  Paid 
.36  Identification  of  Payee 

941.4  Request  for  Photostats  of  Paid 
Money  Orders 

941.5  General 

941.6  Payment  to  Banks  through 
Federal  Reserve  System 

.61  Presentation  for  Payment 

.62  Definitions 

.63  Payment 

.64  Endorsements 

.65  Reclamation 

942  Nonpostal  Stamps 

942.1  Migratory-Bird  Hunting  and 
Conservation  Stamps 

.11  Purpose 
.12  Where  Sold 
.13  Price 

.14  Instructions  on  Administration  of 
Hunting  Laws 

.15  Redemption  From  Public 

942.2  United  States  Savings  Stamps 
.21  Redemption  From  Public 

.22  Mutilated  Stamps 

943  United  States  Savings  Bonds 

944  Postal  Savings 

944.1  System  Discontinued 

944.2  Records  of  Accounts 

944.3  Withdrawals 

944.4  Inquiries  From  Depositors  and 
Claimants 


945  Mailing  List  Service 

945.1  Correction  of  Mailing  Lists 
.11  Purpose 

.12  Service  Available 

.13  Name  and  Address  Lists 

.14  Occupant  Lists 

.15  Charges 

.16  Postage 

.17  Time  Limits 

945.2  Furnishing  Address  Changes  to 
Election  Boards  and  Registration 
Commissions 

945.3  Address  Cards  Arranged  in 
Sequence  of  Carrier  Delivery 

945.4  Furnishing  City  and  State 
Schemes 

945.5  ZIP  Coding  Mailing  Lists 
.51  Single-ZIP-Coded  Offices 

.52  Multi-ZlP-Coded  Post  Offices 

950  Alternate  Delivery  Services 

951  Post  Office  Lockbox  Service 

951.1  Purpose  and  Definition 
.11  Purpose 

.12  Definition 
.13  How  to  Rent  a  Lockbox 
.14  Conditions  of  Use 
.15  Restrictions  on  Use 

951.2  Rental  Fees 
.21  Change  in  Fees 
.22  Key  Fee 

.23  Rental  Fee  Group  Application 

Rules  for  Customers 

.24  General  Delivery 

.25  Facilities  Primarily  Serving 

Academic  Institutions 

.26  Rental  Fees 

.27  Payment  of  Box  Rent 

.28  Notices 

.29  Refund  of  Box  Rent 

951.3  Keys 
.31  Issuance 
.32  Restrictions 
.33  New  Keys 

.34  Worn  or  Broken  Keys 
.35  Refund  of  Key  Fee 

951.4  Refusal  to  Provide  Service 
.41  To  a  New  Customer 

.42  To  a  Current  Customer 
.43  Disposition  of  Mail 

952  Caller  Service 

952.1  Purpose  and  Definition 
.11  Purpose 

.12  Definition 

.13  General  Information 

.14  Application 

.15  Conditions  of  Use 

.16  Restriction  on  Use 

952.2  Fees 

.21  Reserved  Number  Fee 
.22  Caller  Service  Fees 
.23  Payment 
.24  Notices 
.25  Refund 

952.3  Mail  Pickup 

.31  Multi-Pickup  Callers 


.32  Hours 

952.4  Refusal  to  Provide  Service 
.41  To  a  New  Customer 
.42  To  a  Current  Customer 
.43  Disposition  of  Mail 

953  General  Delivery 

953.1  Use 

953.2  Where  Carrier  Deliveries  Are 
Provided 

954  Firm  Holdouts 
CHAPTER  1 

DOMESTIC  MAIL  SERVICES 

110  General  Information 

111  Scope 

111.1  General.  This  manual  contains 
the  regulations  of  the  United  States 
Postal  Service  governing  its  domestic 
mail  services.  These  regulations  include 
the  rates  for  postage  and  restrictions  on 
its  use,  descriptions  of  the  classes  of 
mail  and  special  services  and  conditions 
governing  their  use,  requirements  for 
wrapping  and  mailing,  explanations  of 
collection  and  delivery  services,  and 
general  provisions  concerning  the  use  of 
postal  services  and  facilities. 

111.2  Definition 

a.  Domestic  mail  is  mail  transmitted 
within,  among  and  between  the  United 
States;  its  territories  and  possessions; 
Army-Air  Force  (APO)  and  Navy  (FPO) 
post  offices  except  as  provided  in  115.9: 
and  mail  for  delivery  to  the  United 
Nations,  New  York.  The  term  territories 
and  possessions  includes: 

U.S.  Territories  and  Possessions 

Baker  Island 
Canal  Zone 
Canton  Island 
Caroline  Islands 
Enderbury  Island 
Guam 

Howland  Island 
Jarvis  Island 
Johnston  Island 
Kingman  Reef 
Manua  Island 
Marshall  Islands 
Midway  Islands 
Navassa  Island 

Commonwealth  of  the  Northern  .Mariana 
Islands 

Commonwealth  of  Puerto  Rico 
Saint  Croix  Island 
Saint  John  Island 
Saint  Thomas  Island 
Samoa  (American] 

Sand  Island 
Swain’s  Island 
Trust  Territory  of  the  Pacific 
Viigin  Islands  (U.S.J 
Wake  Island 

b.  Mail  addressed  to  or  received 
from  foreign  countries  is  international 
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mail  and  is  governed  by  the  provisions 
of  Postal  Service  Publication  42, 
International  Mail. 

111.3  Mailer  Responsibility. 
Notwithstanding  any  statement 
contained  in  this  manual  or  the 
statements  of  any  employee  of  the 
United  States  Postal  Service,  the  burden 
rests  with  the  mailer  to  assure  that  he 
has  complied  with  the  prescribed  laws 
and  regulations  governing  domestic 
mail. 

111.4  Applicability  of  Terms 

.41  Any  terms  used  in  this  manual 
which  relate  to  only  one  sex,  such  as  the 
pronoun  he,  apply  to  persons  of  either 
sex  unless  the  context  of  the  usage 
indicates  otherwise. 

.42  Any  terms  used  in  this  manual  in 
the  singular  form  apply  in  the  plural 
form  as  well,  unless  the  context  of  the 
usage  indicates  otherwise. 

.43  The  term  postmaster  applies  to 
an  officer-in-charge  if  there  is  a  vacancy 
in  the  postmaster  position. 

111.5  Availability  and  Distribution 

.51  Copies  of  the  Domestic  Mail 
Manual  (DMM)  are  available  for 
inspection  upon  request  at  USPS 
Headquarters,  regional  offices,  and  all 
domestic  post  offices,  and  stations  and 
branches  during  normal  business  hours. 
Regional  offices  are  located  in  New 
York,  Philadelphia,  Memphis,  Chicago, 
and  San  Bruno,  California. 

.52  A  copy  of  the  DMM  is  on  file 
with  the  Director,  Office  of  the  Federal 
Register,  National  Archives  and  Records 
Service,  General  Services 
Administration,  Room  8401, 1100  L 
Street,  NW,  Washington,  DC  20408. 

.53  Copies  of  the  DMM  may  be 
purchased  from  the  Superintendent  of 
Documents,  U.S.  Government  Printing 
Office,  Washington,  DC  20402,  for 
$17.00.  This  price  includes  entitlement  to 
receive,  for  an  indefinite  period, 
subsequent  issues  (i.e.,  revisions). 

.54  Revisions  to  the  DMM  will 
periodically  be  published  in  the  Federal 
Register.  Subscribers  to  the  DMM  will 
automatically  receive  the  revisions  from 
the  Government  Printing  Office. 

112  Who  May  Carry  Letters 

113  Service  in  Post  Offices 

114  Complaints 

114.1  Consumer  Complaints 

.11  Complaints  by  individual 
customers  about  any  aspect  of  products, 
services,  or  personnel  as  well  as 
information  requests  may  be  made  at 
any  post  office  or  regional  office.  In 
order  to  assist  the  general  public  in 


filing  complaints  or  requesting 
information.  Form  4314,  Consumer 
Service  Card,  is  made  available  in  every 
post  office. 

.12  Although  submitting  Form  4314  is 
recommended  as  an  initial  step,  any 
customer  may  choose  to  direct  a 
complaint  to  the  Consumer  Advocate, 
U.S.  Postal  Service,  Washington,  DC 
20260.  Note: 

a.  When  the  complaint  concerns 
apparent  mishandling  of  mail,  the 
related  envelope,  wraper,  or  other  cover, 
along  with  other  forms  which  may  have 
been  filed  or  used,  should  be  furnished 
with  the  complaint. 

b.  The  filing  of  a  Consumer  Service 
Card  does  not  constitute  an  appeal  to 
the  Consumer  Advocate;  such  appeal 
must  be  made  in  writing  directly  to  the 
Consumer  Advocate,  USPS 
Headquarters,  Washington,  DC  20260. 

.13  The  Consumer  Advocate  directs 
the  Consumer  Affairs  Office  which  is 
responsible  for: 

a.  Representing  the  individual  mail 
user  within  the  Postal  Service. 

b.  Recommending  policy  changes  to 
improve  an  individual  user’s  mail 
service. 

c.  Maintaining  liaison  with  consumer 
groups. 

d.  Taking  expeditious  action  on 
customer  inquiries  and  complaints. 

e.  Determining  that  the  responsible 
office  take  corrective  action. 

/.  Providing  regular  reports  based 
upon  Consumer  Service  Card  data  to 
Headquarters  and  field  management 
facilities. 

115  Mail  Security 

116  [Reserved] 

117  [Reserved] 

118  [Reserved] 

119  Trademarks,  Service  Marks  and 
Copyrights 

119.1  Trademarks  and  Service 
Marks.  The  following  terms  and  slogans 
are  among  the  registered  trademarks 
and  service  marks  of  the  United  States 
Postal  Service: 

Registered  U.S.  Postal  Service  Trademarks  or 
Service  Marks 

Express  Mail 

Expres  Mail  Programmed  Service 
First-Class  Mail 

Here  Today  .  .  .  There  Tomorrow 
International  Express  Mail 
Mr.  ZIP 
Postique 

United  States  Postal  Service 
U.S.  Mail 
ZIP  Code 

The  distinctive  red,  white  and  blue  color 
scheme  of  postal  vehicles 


The  Postal  Service  emblem  and  the  U.S.  Mail 

emblem 

Note:  Additions  to  the  list  of  Postal  Service 
trademarks  are  announced  periodically  in  the 
Postal  Bulletin. 

119.2  Copyrights 

.21  General.  The  Postal  Service 
secures  copyrights  in  its  philatelic 
designs  (see  Postal  Operations  Manual 
section  246]  and  in  some  of  its 
publications. 

.22  National  ZIP  Code  and  Post 
Office  Directory. 

.221  The  Postal  Service  copyrights 
each  edition  of  the  National  ZIP  Code 
and  Post  Office  Directory,  Publication 
65,  in  order  to  protect  the  accuracy  and 
integrity  of  the  ZIP  Code  information 
being  distributed  to  the  public.  The  1979 
National  ZIP  Code  and  Post  Office 
Directory  is  available  for  purchase  from 
all  main  post  offices,  classified  stations 
and  branches.  The  Directory  is  also 
available  for  purchase  from  the 
Superintendent  of  Documents,  U.S. 
Government  Printing  Office, 
Washington,  DC  20402,  and  at  GPO 
Bookstores  in  major  cities. 

.222  The  Postal  Service  licenses 
publishers  on  a  non-exclusive  basis  to 
reproduce  and  sell  Publication  65  or 
portions  thereof,  as  long  as  the  portions 
cover  a  complete  state  or  a  combination 
of  states  and  include  full  ZIP  Code 
information  for  multi-ZIP  Coded  post 
offices.  The  licenses  are  on  an  annual 
basis  and  may  be  renewed.  The  license 
agreements  contain  the  following 
significant  terms: 

a.  Only  the  most  current  available 
ZIP  Code  information  printed  from 
reproducibles  furnished  by  the  Postal 
Service  shall  be  published. 

b.  Each  Directory  must  bear  an 
expiration  date  consistent  with  the 
expiration  date  of  the  material 
reproduced.  (Publication  65  is  published 
annually  and  expires  at  the  end  of  the 
calendar  year.) 

c.  All  manuscripts  and  proposed 
advertising  and  promotional  materials 
are  subject  to  prior  review  by  the  Postal 
Service.  Advertising  and  promotional 
materials  may  not  mis-state  the 
licensee's  relationship  to  the  Postal 
Service  and  must  indicate  that  the 
Postal  Service  does  not  determine  the 
price  at  which  the  licensed  publication 
is  sold. 

d.  A  royalty  on  sales  will  be  paid  to 
the  Postal  Service  at  a  rate  negotiated 
before  the  license  is  granted.  Under 
certain  circumstances,  a  flat  fee  or  no 
royalty  agreement  may  be  negotiated. 
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119.3  Inquiries 

.31  Questions  concerning  Postal 
Service  copyrights  or  the  use  of  Postal 
Service  trademarks  and  service  marks 
should  be  addressed  to  the  Procurement 
Division,  Office  of  Contracts  and 
Property  Law,  Law  Department,  U.S. 
Postal  Service,  Washington,  DC  20260. 

.32  Inquiries  concerning  licenses  to 
publish  or  reproduce  the  National  ZIP 
Code  and  Post  Office  Directory  or  other 
copyrighted  materials  or  to  use  Postal 
Service  trademarks  or  service  marks 
should  be  addressed  to  the  Chairman, 
Intellectual  Property  Rights  Board, 

Office  of  Contracts,  U.S.  Postal  Serv'ice, 
Washington,  DC  20260. 

120  Preparation  for  Mailing 

121  Packaging 

122  Addresses 

«  *  *  *  «  ^ 

122.8  Military  Mail 

.81  Overseas  Military  Mail 
.811  Army.  Mail  addressed  to  Army 
personnel  must  show  grade;  full  name, 
including  first  name  and  middle  name  or 
initial;  organization;  APO  number  and 
the  post  office  through  which  the  mail  is 
to  be  routed.  Example. 

Pvt.  Willard  J.  Doe. 

Company  F 
167th  Infantry  Regt. 

APO  New  York  09801 

.812  Air  Force.  Mail  addressed  to  Air 
Force  personnel  must  show  grade;  full 
name,  including  first  name  and  middle 
name  or  initial;  PSC  box  number  if 
served  by  a  PSC,  or  organization  if  not 
served  by  a  PSC  {and  box  number,  if 
appropriate);  APO  number  and  the  post 
office  through  which  the  mail  is  to  be 
routed.  Examples: 

Personnel  Served  By  PSC 
AlC  Howard  J.  Doe 
PSC  Box  861 
APO  New  York  09109 

Personnel  Served  By  Unit  Mail  Room 

SSgt  lames  T.  Duncan 
1838  Elect  instl  Sq.  Box  137 
APO  San  Francisco  96274 

.813  Navy  and  Marine  Corps.  Mail 
addressed  to  Naval  and  Marine 
personnel  must  show  full  name, 
including  first  name  and  middle  name  or 
initial,  rank  or  rating,  shore  based 
oiganizational  unit  with  Navy  number, 
or  mobile  unit  designation,  or  name  of 
ship,  and  the  fleet  post  office  through 
which  the  mail  is  to  be  TouieA.Examples: 

|ohn  M.  Doe  QMSN 

USS  Lyman  K  Swenson  (DD  729] 

FPO  San  Francisco  96601 

May  John  M.  Doe.  023492  USMCR 


Sta^,  Fleet  Marine  Force  Pacifk: 

FPO  San  Francisco  96602 

James  T.  Doe.  AQF-2 

U.S.  Naval  Air  Facility 

FPO  New  York  09521 

Lt.  Leroy  A.  Doe.  063941,  USMC 

U.S.  Marine  Corps  Air  Facility 

FPO  San  Francisco  98672 

.814  D^iendents  Residing  With 
Military  Personnel.  Mail  sent  to 
dependents  residing  in  overseas  areas 
must  be  addressed  in  care  of  the 
sponsor.  Example: 

Miss  Mary  J.  Doe 

c/o  Sgt.  Howard  A.  Doe 

Company  A,  1st  Bn.  16th  Inf. 

APO  New  York  09036 

.815  Abbreviated  Addresses.  Those 
mailers  addressing  mail  by  data 
processing  equipment  may  shorten  the 
address  further  by  abbreviating  the 
name  of  the  gateway  post  office. 
Example: 

APO  NY  09403 
APO  SF  96503 
APO  SEA  98749 

.82  Military  Mail  Within  United 
States 

.821  Army.  Mail  addressed  to  Army 
personnel  must  show  grade;  full  name, 
including  first  name  and  middle  name  or 
initial;  organization;  military 
installation.  State,  and  the  ZIP  Code. 
Example: 

Pvt.  Willard  J.  Doe 
Co  B,  1st  Bn,  IZth  Infantry 
Fort  Lewis.  WA  98433 

.822  Air  Force.  Mail  addressed  to  Air 
Force  personnel  must  show  grade:  full 
name,  including  first  name  and  middle 
name  or  initial;  PSC  box  number  if 
served  by  a  PSC.  or  organization  if  not 
served  by  a  PSC  (and  box  number,  if 
appropriate);  military  installation,  State, 
and  the  ZIP  Code.  Examples: 

Personnel  Served  By  PSC 

Sgt  John  Goleski 
PSC  Box  1843 

Vandenberg  AFB,  CA  93437 
Personnel  Served  By  Unit  Mail  Room 
AlC  Walter ).  Laikin 
1  Strat  Aerosp  Div,  Box  107 
Vandenberg  AFB,  CA  93437 

.823  Navy  and  Marine  Corps.  Mail 
addressed  to  Naval  and  Marine 
personnel  must  show  full  name, 
including  first  name  and  middle  name  or 
intitial,  rank  or  rating,  organization, 
military  installation  and  the  ZIP  Code. 
Examples: 

Bill  E.  Smith,  SK3 

U.S.  Naval  Supply  Depot 

Great  Lakes.  IL  60088 

M/Sgt  Peter  V.  Perez,  1342165  USMC 

Headquarters  Battalion 


Headquarters  U.S.  Marine  Corps 
Henderson  Hall 
Arlington,  VA  22214 

.824  Dependents  Reskliiig  With 
Military  Personnel 

a.  Mail  sent  to  dependents  of  military 
personnel  fcM'  delivery  through  the 
sponsor's  military  unit  in  care  of  the 
sponsor.  Example: 

Master  Robert  Brown 

c/o  Sgt.  Michael  Brown  Company 

A,  6th  Bn.,  10th  Inf. 

Fort  Gordon,  GA  30905 

b.  Mail  sent  to  dependents  of  military 
ftersonnel  for  delivei^  at  the  sponsor’s 
military  quarters  need  not  be  addressed 
in  care  of  the  sponsor.  Example: 

Master  Robert  Brown 
2519  C  Street 

Wright-Patterson  AFB,  OH  45433 

.83  Geographic  Address.  Mail 
showing  a  foreign  city  and  country  in 
adddition  to  the  military  address  is 
subject  to  the  rates  of  postage  and 
conditions  for  international  mail.  (See 
Publication  42,  International  Mail.) 

123  Nonmailable  Matter — Written. 
Printed,  and  Graphic 

123.1  General  Provisions 

.11  Scope.  Certain  potentially 
undesirable,  harmful,  or  dangerous 
matter  has  been  declared  nonmailable 
by  statute  or  regulation.  This  part 
contains  the  rules  relating  to  such 
nonmailable  matter  in.written,  printed 
or  graphic  form.  The  rules  relating  to 
nonmailable  articles  and  substances 
and  the  special  conditions  under  which 
certain  of  them  can  be  mailed  are 
contained  in  124. 

.12  Rules.  This  part  contains  rules  on 
advising  mailers  on  mailings  of  matter 
covered  in  123  and  124.  These  rules 
restrict  postmasters  in  making  decisons 
to  exclude  written,  printed  and  graphic 
matter  from  the  mails  as  nonmailable 
(see  123.3). 

.13  Other  Nonmailable  Matter. 
Matter  is  also  nonmailable  when  it 
cannot  be  forwarded  to  its  destination 
because  of  illegible,  incorrect,  or 
insufficient  address,  or  because  it  fails 
to  comply  with  postal  regulations 
regarding  preparation  for  mailing, 
classification,  rates  of  postage,  size, 
weight,  etc. 

123.2  Mailer’s  Responsibiltiy.  It  is  the 
responsibility  of  the  mailer  to  refrain 
from  depositing  nonmailable  matter  in 

_  the  mails.  When  a  mailer  is  in  doubt  as 
to  whether  particular  matter  is 
nonmailable,  he  should  ask  of  the 
postmaster  before  depositing  such 
matter  in  the  mails  (see  1233). 
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123.3  Advice  to  Mailers — ^Mailability 
Decisions 

.31  General  Advice.  When  a  mailer 
seeks  advice  from  the  postmaster  as  to' 
whether  particular  matter  may  be 
mailed,  or  where  the  postmaster 
otherwise  learns  that  matter  of 
questionable  mailability  is  to  be  mailed, 
it  is  the  postmaster’s  responsibility  to 
call  to  the  mailer's  attention  the  relevant 
provisions  of  123  and  124  and  any 
relevant  guidelines  issued  by  the  Postal 
Service.  'The  scope  of  the  postmaster’s 
authority  to  decide  whether  particular 
matter  is  nonmailable,  and  to  exclude 
matter  from  the  mails  in  accordance 
with  his  decison,  depends  upon  the 
nature  of  the  matter  in  question  and  is 
determined  by  this  section. 

.32  Mailability  Decision  Not 
Authorized.  Postmasters  are  not 
authorized  to  decide  whether  written, 
printed  or  graphic  matter  (123)  is 
nonmailable  and  to  exclude  such  matter 
from  the  mails  in  accordance  with  their 
decisions.  As  stated  in  123.31, 
postmasters  should  call  the  attention  of 
prospective  mailers  of  such  matter  to 
any  apparently  relevant  provisions  of 
123.  If,  after  being  so  informed,  the 
mailer  demands  that  matter  described  in 
123  be  accepted  for  mailing,  such  matter 
shall  be  accepted  and  shall  be  treated  as 
provided  in  123.35. 

.33  ^  'authorized  Mailability  Decisions. 
Postmasters  may  decide  whether 
articles  and  substances  (see  124]  are 
nonmailable  and  shall,  where 
appropriate,  refuse  to  accept  for  mailing 
such  matter  determined  to  be 
nonmailable.  Where  necessary,  it  is 
recommended  that  the  postmaster 
consult  the  mail  classiHcation  center  for 
guidance  in  determining  mailability.  If 
the  mailer  desires  review  of  the 
postmaster’s  decision,  the  postmaster 
shall  refer  a  sample  or  complete 
statement  of  the  facts,  whichever  may 
be  appropriate,  to  the  Director,  Office  of 
Mail  Classification,  Rates  and 
Classihcation  Department,  USPS 
Headquarters,  Washington,  DC  20260. 
Further  appeal  may  be  made  in 
accordances  with  123.37. 

.34  Laws  and  Regulations  of  Other 
Agencies.  Postmasters  shall  not  give 
advisory  opinions  concerning  the 
mailing  of  articles  and  substances  (see 
124]  under  laws  and  regulations 
administered  by  agencies  other  than  the 
Postal  Service,  but  postmasters  shall 
inform  postal  customers  of  the  existence 
of  such  laws  and  regulations,  and  the 
source  from  which  further  information 
may  be  obtained,  when  known.  For 
example,  postal  customers  with 
questions  about  the  interstate  shipment 


of  rifles  and  shotguns  should  be  referred 
to  the  Director,  Bureau  of  Alcohol, 
Tobacco  and  Firearms,  Department  of 
the  Treasury,  Washington,  DC  20226,  or 
to  the  nearest  regional  director  of  that 
Bureau. 

.35  Referral  to  the  Inspection 
Service. 

.351  Mail  matter,  believed  to  be 
nonmailable  under  this  part,  that  has 
entered  the  mails,  or  a  report  containing 
information  on  such  matter,  shall  be 
referred  immediately  to  the  Inspection 
Service  and  the  matter  shall  be  handled 
in  accordance  with  instructions 
promptly  furnished  by  the  inspection 
Service. 

123  Nonmailable  Matter — Written, 
Printed,  and  Graphic 

124  Nonmailable  Matter — Articles  and 
Substances;  Special  Mailing  Rules 

125  Mail  Addressed  From,  To,  or 
Between  Military  Post  OfHces  Overseas 

126  Mail  Sent  Via  Department  of  State 
to  U.S.  Foreign  Service  Personnel 
Abroad 

127  Minimum  Sizes 

The  following  minimum  size 
standards  apply  to  all  mailable  matter. 

a.  All  mailing  pieces  must  be  at  least 
.007  of  an  inch  thick. 

b.  All  mailing  pieces  (other  than  keys 
and  identiBcation  devices  mailed 
pursuant  to  611.4]  which  are  V*  of  an 
inch  thick  or  less  must  be: 

(1)  Rectangular  in  shape, 

(2)  At  least  ZVz  inches  high,  and 

(3)  At  least  5  inches  long. 

Note:  Mailing  pieces  which  do  not  meet 
these  minimum  size  standards  are  prohibited 
from  the  mails. 

128  Processing  Categories 

129  Envelopes  and  Cards 
***** 

129.3  Window  Envelopes.  Window 
envelopes,  or  open  panel  envelopes, 
may  be  used  under  the  following 
conditions: 

a.  The  address  window  must  be 
parallel  with  the  length  of  the  envelope. 

b.  The  address  window  must  be  in  the 
lower  portion  of  the  address  side. 


c.  Nothing  but  the  name,  address,  and 
any  key  number  used  by  the  mailer  may 
appear  through  the  address  window. 

d.  The  return  address  should  appear 
in  the  upper  left  comer.  If  there  is  no 
return  address  and  the  delivery  address 
does  not  show  through  the  window,  the 
piece  will  be  handled  as  dead  mail. 

e.  The  address  disclosed  through  the 
window  must  be  on  white  paper  or 
paper  of  a  very  light  color. 

/.  When  used  for  registered  mail, 
window  envelopes  must  conform  with, 
the  conditions  in  911.35. 

g.  Window  envelopes  and  open  panel 
envelopes,  may  be  used  for  business 
reply  mail  provided: 

(1)  All  of  the  address  side  except  the 
portion  which  will  show  through  the 
window  is  prepared  as  required  by 
917.5. 

(2)  An  address  prepared  by  any  of  the 
processes  and  in  the  style  provided  by 
917.5  is  furnished  by  the  distributor  for 
use  as  an  enclosure  to  return  the 
envelope. 

(3)  The  window  covering  is  of  such 
texture  as  to  allow  maximum 
transparency. 

130  Mail  ClassiHcation 

131  Classes  of  Mail 

131.1  Domestic  mail  is  classified 
according  to  size,  weight,  contents,  and 
service.  Chapters  2  through  7  describe 
the  various  classes  of  mail,  and  the 
qualifications,  preparation  requirements, 
and  services  provided  for  each  class. 
Chapter  9  describes  the  special  services 
which  are  available  on  certain  classes  of 
domestic  mail.  Mailers  should 
familiarize  themselves  with  the 
qualifications,  requirements,  and 
conditions  governing  the  classfication  of 
their  mail. 

131.2  Questions  regarding  the  proper 
classification  of  mail  matter  should  be 
directed  to  local  postal  officials.  Mail 
Classification  Centers  (MCCs]  have 
been  established  to  assist  local  post 
offices  in  responding  to  mail 
classification  questions.  However,  the 
burden  rests  with  the  mailer  to  assure 
that  he  has  complied  with  all  prescribed 
laws  and  regulations. 


132  Mail  ClassiHcation  Centers 


EASTERN  REGION 

MCC 

Districts 

3-Digit  ZIP  Code  Service  Area 

Rochester.  NY  14603 . 

.  1^149 

Pittsburgh.  PA  15219 . 

Philade^)hia  PA  19104 _ _ 

189.  190-191,  193-194  197-199 

Washington,  DC  20013 . . . 

_  200.  202-212.  214-223  226  2S4  267 

Richmond.  VA  23232 . 

_  224-22S  227.246 

" 
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132  Mail  Qaaaification  Geoters-Continued 

NORTHEAST  REGION 


MCC 

OistriclB 

S^Oign  ZIP  Code  Service  Area 

.  Bosion. - 

014-054,058-059 

P/yllfnrf^F)  . 

While  Rhiar  Junction - - 

.  NY  Clty„ . - . 

006-009. 090-098,100, 103-104, 110-119 

__  . .  Connecticut  Valley...... _ _ 

010-013, 060-069 

_  -..  Weatcheaier.-.- _ _ 

105-109, 120-129 

.  Ma.NJ . . . 

070-070, 088-069 

SOUTHERN  REGION 

MCC 

Districts 

3-Oigll  ZIP  Code  Senrioe  Area 

. . Allania.  . . 

269,  298-299,  300-306,  306-310,  312-319. 

350-352,  354-368 

270-266,  290-297 

369,  387.  389-397.  700-701,  703-706,  710- 

714 

718,  750-752,  754-767, 770-778 

TM3S101 

Mia.Soulh . . 

307,  370-374,  376-386,  388,  716-717,  719- 

PI 

. . .  Florida _ 

722,724-729 

320,322-331.333-330 

Oklahoma  City,  OK  73125 - 

730-731,  734-741,  743, 749,  790-794 
788-780.  779-789.  795-709 

W.  Tans _  _ 

’ 

cbiTRAL  REGION 

MCC 

Districts 

SCigit  ZIP  Code  Senice  Area 

Chtcngo  IL  6060^ 

463-464,  600-606,  609-611,  613-619,  625- 

Columbua.  OH  29201  . . 

Qaveland.  OH  44101 _ _ 

_ North^tern  Ohio _ 

627 

410,  430-438,  448-450,  458,  470  • 

438-447 

Des  Moines,  lA  50318.,.. 

Detroit  Ml  48233 . 

Indianapolis,  IN  46206.... 
Kansas  City,  MO  64106.. 
LouisviHe,  KY  40201 _ 


Michigan _ 

twSana _ 

Mid-America _ 

Kaiituckiana. . . 


500-506, 510-514, 520-528. 612 
480-482,  484-497 

460-462, 485-46S,  472-475, 478-479 
640-641, 644-647, 653, 660-662, 664-679 
400-409,  411-418,  420-426.  476-477 


545,  549 

-..  540,  546-548,  550-551,  553-554,  556-562- 

Omaha,  NE  68101 _ 

567,  STO-Sri,  580-588 
...  515-516,680-681,683-893 

SLLOUS.U0  6315S.  .  . 

...  620.  622-624.  628-631.  633-639.  648.  650- 

652,654-658 

WESTERN  REGION 

MCC 

Districts 

SOiglt  ZIP  Code  Senace  Area 

Denver,  CO  60202 . . 

...  590-599,800-816,820-834,836-837 

..  fU0-fi47,  B70-fl71  a7a-4)75  fi77-IUU 

Honolulu.  HI  96820 . 

893, 896 
...  967-969 

...  900,  902-908,  910-918. 826-028  930-935 

Phnanii  A7  ILVk9H  .  . 

...  850,  852-853,  855-657,  859-660.  863-664, 

San  Franctsoo,  CA  94010 _ 

Seattle.  WA  98101 

890-891,  920-925 
...  694-895,897,936-041,943-966 
...  ess  838  970-978.  980-999 

133  Appeal  of  a  Contested 
Classification 

134  Mail  Sent  By  Members  of  the  U.S. 
Armed  Forces 

135  For  the  Blind  and  Other 
Handicapped  Persons 

136  Mixed  Classes  of  Mail 

136.1  General.  When  mail  of  a  higher 
class  is  enclosed  with  mail  of  a  lower 


class,  the  rate  of  postage  on  the  entire 
piece  or  package  is  that  of  the  higher 
class  except  as  provided  in  136.2  and 
136.3.  Mailers  are  subject  to  a  fine  if 
they  knowingly  conceal  letters  or  other 
mail  of  a  higher  class  (or  rate)  in  mail 
sent  at  a  lower  class  (or  rate)  without 
paying  the  appropriate  postage  on  the 
enclosures  as  provided  in  136.2  and 
136.3  (see  Title  18  U.S.C..  1723). 

«  «  *  ♦  « 


136.4  Treatment 

.41  Service.  Combination  mailings  of 
First-Class  Mail  with  third-  or  fourth- 
class  mail  will  be  processed  and 
provided  the  service  of  third-  or  fourth- 
class  mail  as  appropriate. 

.42  Forwarding.  Pieces  of  second-, 
third-,  or  fourth-dass  mail  having  other 
classes  of  mail  enclosed  under  the 
combination  mail  arrapgements 
provided  for  by  136.2  are  subject  to  the 
same  conditions  for  forwarding  as  single 
pieces  of  second-,  third-,  or  fourth-class 
mail  (see  159.2).  If  the  enclosure  is  First- 
Class  Mail  that  fact  will  not  affect  the 
conditions  of  fowarding. 

.43  Return 

Ml  Undeliverable  combination  mail 
pieces,  including  those  which  cannot  be 
forwarded,  one  part  of  which  is  First- 
Class  Mail,  shall  in  all  cases  be  returned 
to  the  sender  subject  to  the  charge  for 
return  according  to  its  class.  The  weight 
of  the  first-class  piece  will  not  be 
included  when  computing  the  charge  for 
return  of  the  second-,  third-,  or  fou^- 
class  portion. 

.432  Any  imdeliverable  combination 
mailing  piece  which  does  not  include 
first-class  matter  shall  be  disposed  of  as 
provided  in  159. 

.433  If  for  any  reason  an 
undeliverable  combination  mailing 
piece,  one  part  of  which  is  First-Class 
Mail  is  not  returnable  to  the  sender,  it 
will  be  treated  as  provided  in  159. 

137  O^icial  Mail 

137.1  Members  of  Congress 

.11  Collection  of  Postage,  Fees,  and 
Charges.  Postage,  fees,  and  charges,  on 
mail  sent  under  the  fianking  privilege  by 
the  Vice  President,  Members  and 
Members-elect  of  Congress,  Delegates  or 
Delegates-elect,  the  Resident 
Commissioner  or  Resident 
Commissioner-elect  from  Puerto  Rico, 
the  Secretary  of  the  Senate,  Sergeant  at 
Arms  of  the  Senate,  each  of  die  elected 
officers  of  the  House  of  Representatives 
(other  than  a  Member  of  the  House), 
Legislative  Counsel  of  the  House  of 
Representatives,  and  the  Senate,  and 
Senate  Legal  Counsel  are  paid  quarterly 
by  a  lump  sum  to  the  Postal  Service. 

.12  Description.  Official  mail  of 
Members  of  Congress  is  sent  without 
prepayment  of  postage  and  bears  a 
written  signature,  printed  facsimile 
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mail  are  shown  in  Exhibit  137.12. 

.13  Restrictions.  The  following 
restrictions  apply  to  franked  mail: 


Franked  Mail 


AuUKxized  users 


Matter  tttat  may  be  franked 


Marking  required 


Period  during  wbicb  the  frank 
may  be  used 


Vice  President  of  the  United 
States.  Members  of  Congress. 
Resident  Commissioners, 
Secretary  of  the  Senate, 
Sergeant  at  Arms  of  the  Senate, 
and  each  of  the  elected  officers 
of  the  House  of  Representatives 
(other  than  Members  of  the 
House). 

Members  of  Congress  and 
Resident  Commisslorrors 


Members  of  Congress . 


Vice  President  of  the  United 
States,  Members  and  Members- 
eiect  of  Congress,  Resident 
Commissioners.  Secretary  of 
the  Serrate.  Sergeant  at  Arms  of 
the  Senate,  each  of  the  elected 
officers  of  the  House  of 
Representatives  (other  than  a 
Member  of  the  House). 
Legislative  Counsels  of  the 
House  of  Representattves  and 
the  Senate,  and  Senate  Legal 
Counsel. 

Vice-Presider’t.elect . 


Public  documents  printed  by  The  words  PMic  Una  the  1st  day  of  April 

order  of  Congress  Ooct/.-nen,*— and  the  letters  following  expiration  of  their 

U.S.S.  or  M.C.  must  respective  te-ms  of  office 

appear  on  (headdress 
Side 


Congressional  Record  or  any 
part  of  it  or  any  reprint  of 
any  part  of  it  or  speeches 
or  reports  (Contained  in  it,  if 
relating  to  official  business, 
activities  or  duties. 

Seeds  and  agricultural 
reports  from  the 
Department  of  Agriculture 


Official  correspondence 
including  Maiigrams 


The  words  Congressional 
Record  Of  Part  of 
Congressional  Record- 
ami  the  letters  U.S.S.  or 
M.C  must  appear  on  the 
address  side. 

The  signature  and  bile,  either 
written  or  printod  facsimile, 
of  the  person  entitled  to 
frank  it,  must  appear  on 
the  address  sida 

Maiigrams  may  be  sent  m 
standard  Mailgram 
envelopes.  For  other 
correspondence,  the 
signature  and  bCa.  either 
written  or  printed  facsimile, 
of  the  person  entitled  to 
frank  rt.  must  appear  on 
the  address  s.de 


Our'irtg  the  term  of  office  only. 


UnbI  the  30lh  day  of  June 
foltowing  the  expiration  ol 
thek  terms  of  office 


Dunng  term  of  office  only 
When  the  position  of 
Secretary,  Sergeant  at 
Arms,  elected  officer. 
Legislative  Counsel,  or 
Senate  Legal  Counsel  is 
vacant,  privileges  may  be 
exercas^  In  officer's  name 
by  authorized  persons. 


AH  mail  sent  by  him  in 
(xxinection  with 
preparation  for  the 
assumption  of  official 
duties  as  Vice  President 
Matter  on  offeiai  business 
related  to  the  closirig  of 
their  respective  officers 


The  signature  and  title,  either  UnbI  assumpbon  of  duties  as 
written  or  printed  facsimile,  the  Vice  President 
of  the  Vice-PresidenJ^ilect 
must  appear  on  the 
address  side 

The  signature  and  bbe,  either  Dunng  the  90-day  period 
written  or  printed  facsimile,  immediately  following  the 
of  the  person  enbUed  to  date  on  which  he  leaves 
frank  iL  must  appear  on  office 
the  address  side 


Former  Vice  President,  each 
former  Membe.'  of  Congress, 
the  tormar  Secretary  of  the 
Senate,  the  fixmer  Sergeant  at 
Arms  of  the  Senate,  each 
former  elected  officer  of  the 
House  (other  than  a  former 
Member  of  the  House),  and 
each  fonner  Delegate  or 
Resident  Commissxjner. 

Former  Speakers  of  the  House _ _  Pubbe  documents,  seeds  and  The  signature  and  bite,  either  For  as  'ong  as  the  former 


agricultural  reports  from 
the  Oeoartment  of 
Agriculture,  official 
correspondence  including 
Maiigrams. 


written  or  prirtted  facsimile, 
of  the  former  Speaker,  or 
appropriate  Maiiqram  or 
public  dCKumeni  rnarking 
as  indicated  above,  must 
appear  on  tbie  address 
side 


Speaker  determines 
rtecessary 


Exhibit  1 37. 1 2— Franked  Mail 


signature  or  other  required  marking 
instead  of  a  postage  stamp.  The  types  of 
mail  matter  accepted  under  frank,  and 
the  officials  authorized  to  use  franked 


a.  Matter  transmitted  under  frank  of 
the  Vice  President,  each  Member  of  or 
Member-elect  to  Congress,  the  Secretary 
of  the  Senate,  the  Sergeant  at  Arms  of 
the  Senate,  each  of  the  elected  officers 
of  the  House  of  Representatives  (other 
than  a  Member  of  the  House),  each 
Delegate  or  Delegate-elect,  the  Resident 
Conunissioner  or  Resident 
Commissioner-elect,  each  Legislative 
Counsel  of  the  House  and  the  Senate. 


and  Senate  Legal  Counsel  must  relate  to 
the  official  business,  activities,  and 
duties  of  the  Congress  of  the  United 
States. 

b.  Matter  transmitted  under  frank  of 
the  former  Vice  President,  each  former 
Member  of  Congress,  the  former 
Secretary  of  the  Senate,  the  former 
Sergeant  at  Arms  of  the  Senate,  each 
former  elected  officer  of  the  House  of 
Representatives  (other  than  a  former 


Member  of  the  House),  and  each  former 
Delegate  or  Resident  Commissioner 
must  be  on  official  business  relating  to 
the  closing  of  his  respective  office. 

c.  A  person  entitled  to  use  franked 
mail  may  not  loan  his  frank,  or  permit  its 
use  by  any  committee,  organization,  or 
association;  or  permit  its  use  by  any 
person  for  the  benefit  or  use  of  any 
committee,  organization,  or  association. 
This  restriction  does  not  apply  to  any 
committee  composed  of  Members  of 
Congress. 

d.  Franked  mail  must  meet  the 
mailability  criteria  established  in  123 
and  124. 

e.  Franked  mail  is  entitled  to  any 
special  services  for  which  it  is  properly 
endorsed. 

/,  Franked  mail  is  handled  as  ordinary 
mail. 

g.  Franked  mail  is  forwarded  like  any 
other  mail,  but  when  once  delivered  to 
the  addressee  it  may  not  be  remailed.  A 
package  of  franked  pieces  may  be  sent 
by  a  person  entitled  to  the  franking 
privilege  to  one  addressee,  who,  on 
receiving  and  opening  the  package,  may 
on  behalf  of  such  person  place 
addresses  on  the  franked  articles  and 
mail  them. 

h.  Franked  mail  must  be  addressed  to 
the  recipient  by  name,  except  as 
provided  in  122.442. 

.14  Weight  and  Size  Limits.  Franked 
mail  must  conform  to  the  weight,  size 
and  shape  requirements  for  the  class  of 
mail  being  used. 

.15  Forwarding  Mailing  Records  for 
Franked  Mail 

.151 '  Post  offices  serving  the  offices 
of  persons  entitled  to  use  the  franking 
privilege  must  record  on  Form  103. 
Originating  Franked  Mail,  the  number 
of  pieces  of  originating  franked  mail,  the 
dollar  value  of  special  service  fees,  the 
number  of  incoming  address  corrections 
and  the  dollar  value  of  incoming  postage 
due  items  processed  during  each 
accounting  period.  The  value  of  special 
service  fees  paid  with  postage  affixed 
will  not  be  recorded  on  the  form.  Do  not 
report  on  Form  103  mail  endorsed 
second-class,  controlled  circulation  rate 
or  third-class  bulk  rate.  The  original 
Forms  3541  and  3602-PC  must  be 
submitted  to  Headquarters  for  such 
mailings.  See  122.514c  for  post  office 
reporting  procedures  for  mailing  lists 
submitted  for  correction  by  persons 
entitled  to  use  the  franking  privilege. 
Forms  103,  3542  and  3602-PC  prepared 
for  franked  mailings  must  be  forwarded 
to  the  following  office  for  billing 
purposes: 


Revenue  Statistics  Branch 

Office  of  Statistical  Programs  &  Standards 

U.S.  Postal  Service  Headquarters 
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(Attn:  Originating  Franked  Mail) 

Washington.  DC  20260 

.152  Submit  the  completed  form(8)  in 
one  batch  no  later  than  five  working 
days  after  the  close  of  each  accounting 
period.  A  separate  report  must  be 
submitted  for  each  accounting  period 
and  should  include  all  mailings  for  that 
accounting  period  only.  Reports  on  Form 
103  are  not  required  by  postmasters 
regarding  revenue  due  the  Postal  Service 
on  POSTAGE  AND  FEES  PAID  matter 
sent  by  agencies  and  departments  of  the 
Federal  Government. 

.153  Occasional  franked  mailings 
made  at  other  post  offices  not  regularly 
serving  local  Congressional  offices  may 
be  reported  by  the  originating  post 
offices  on  Form  13,  Routing  Slip,  or  by 
memorandum. 

.154  Post  Offices  regularly  serving 
local  Congressional  offices  must  submit 
negative  reports  if  no  franked  mail  items 
are  processed  during  an  accounting 
period.  Submission  of  negative  reports 
by  other  post  offices  where  occasional 
mailings  originate  is  not  required. 

140  Postage 

141  Stamped  Envelopes,  Postal  Cards, 
Aerogrammes 

142  Adhesive  Stamps 

143  Precanceled  Stamps 

144  Postage  Meters  and  Meter  Stamps 
***** 

144.3  Setting  Meters 
***** 

.35  On-Site  Meter  Setting  Program 
.351  General 

a.  This  program  provides  for  meter 
settings  to  be  made  by  a  Postal  Service 
clerk  on  a  regular  basis  where  the  meter 
is  licensed  within  the  area  covered  by 
that  post  office. 

b.  Fees  for  on-sile  meter  setting  are: 
Private  Businesses 

$7.00  First  meter  on  scheduled  basis 
$12.00  First  meter  on  emergency  basis 
$3.50  each  additional  meter 

Meter  Company  Offices 

$5.00  each  meter  on  a  scheduled  basis 

.352  Setting  Meter  at  Customers’ 
Place  of  Business. 

a.  Payment  for  postage  set  into  the 
meter  and  for  the  meter  setting  fees 
involved  must  be  collected  prior  to 
leaving  the  customer's  place  of  business. 
Payment  must  be  by  check.  If  more  than 
one  meter  is  involved,  payments  for  all 
postage  and  fees  may  be  combined  into 
one  check. 

b.  Meter  setting  fees  for  meter 
manufacturers  may  be  paid  either  by 


check  or  through  an  advanced  deposit 
account. 

***** 

144.5  Mailings 

.51  Preparation 

.511  The  mailer  must  bundle,  box,  or 
otherwise  package  mailings  of  5  or  more 
letter-type  pieces  with  the  addresses 
facing  in  one  direction.  This  prevents 
the  pieces  from  becoming  mixed  with 
other  mail  which  has  to  be  faced, 
canceled,  and  postmarked  in  the  post 
office.  Each  class  and  denomination 
should  be  bundled  separately.  Mail 
receiving  special  delivery  service  should 
always  be  bundled  separately  or  located 
on  the  top  of  a  bundle.  Properly 
prepared  metered  mail  is  sent  directly  to 
distribution  and  thereby  is  expedited  in 
dispatch. 

.512  Metered  mail  not  properly 
bundled,  boxed,  or  otherwise  packaged 
as  required  will  be  reported  by 
telephone  or  personal  visit  to  the  mailer 
or  his  authorized  agent.  A  record  of  this 
action  will  be  maintained  by  the 
postmaster  on  Form  3749.  Irregularities 
in  the  Preparation  of  Mail  Matter.  If  the 
mailer  or  his  agent  disregards  such 
reports  and  irregularities  are  repeated, 
the  mail  wall  be  retained  by  the 
postmaster  and  the  mailer  immediately 
notified  by  telephone  so  that  the  mailing 
can  be  picked  up  for  proper  preparation 
before  acceptance  and  dispatch. 

.52  Place  of  Mailing. 

.521  Metered  mail,  other  than  bulk 
mailings  of  third-class  mail  may  be 
deposited  in  any  street  collection  box, 
mail  chute,  receiving  box.  cooperative 
mailing  rack,  or  other  place  where  mail 
is  accepted,  which  is  under  the 
jurisdiction  of  the  post  office  shown  in 
the  meter  stamp.  To  secure  faster 
dispatch,  metered  mail  should  be 
deposited  at  the  main  post  office  or  a 
station  or  branch  thereof. 

.522  To  expedite  dispatch  and  as  a 
convenience  to  meter  users,  limited 
quantities  of  special  delivery  and  other 
First-Class  Mail  may  be  deposited  at 
offices  other  than  the  one  which  appears 
in  the  meter  stamp.  A  limited  quantity  is 
considered  to  be  a  handful. 

.523  If  facilities  for  acceptance  are 
not  available  locally,  customer-metered 
Express  Mail  may  be  mailed  at  an 
Express  Mail  acceptance  facility  under 
the  jurisdiction  of  another  office. 

.53  Mailing  Irregularities.  Metered 
mail  will  be  routinely  examined  by  the 
Postal  Service  to  detect  irregularities  in 
preparation  and  dating.  Mailers  will  be 
notified  of  any  irregularities.  If  a  mailer 
disregards  notification  of  repeated 
irregularities,  the  postmaster  may  refuse 
‘  to  accept  the  mail,  or  if  the  mail  has 


already  been  accepted,  he  may  return 
the  mail  with  instructions  to  enclose  it  in 
new  envelopes  or  other  covers  as 
appropriate. 

145  Permit  Imprints  (Mail  Without 
Affixed  Postage) 

145.1  Definition.  Mailers  may  be 
authorized  to  mail  material  without 
affixing  postage  if  payment  of  postage  is 
made  at  the  time  of  mailing  from  an 
advance  deposit  trust  accout  established 
with  the  Postal  Service  for  that  purpose. 
Each  piece  of  mail  sent  by  a  mailer 
under  this  method  of  payment  must  bear 
a  permit  imprint  to  indicate  that  postage 
has  been  paid.  This  method  of  payment 
may  be  used  to  pay  special  service  fees 
as  well  as  postage. 

145.2  Permit 

.21  Application.  A  permit  to  use 
permit  imprints  and  pay  postage  in  cash 
at  the  time  of  mailing  may  be  obtained 
by  submitting  Form  3601,  Application  to 
Mail  Without  Affixing  Postage  Stamps. 
with  a  fee  of  $30,  to  the  post  office 
where  mailings  will  be  made.  The 
postmaster  will  give  the  applicant  a 
receipt  for  the  fee  on  Form  3544.  There  is 
no  other  fee  for  the  use  of  permit 
imprints  so  long  as  the  permit  remains 
active.  Note:  the  applicant  must  also  pay 
an  annual  bulk  mailing  fee  if  he  mails 
third-class  matter  at  bulk  rates.  (See  612 
and  641.) 

.22  Revocation 

.221  The  permit  will  be  revoked  if 
used  in  operating  any  unlawful  scheme 
or  enterprise,  for  nonuse  during  any  12- 
month  period,  or  for  any  noncompliance  ' 
with  the  regulations  governing  the  use  of 
permit  imprints. 

.222  The  permit  holder  will  be 
notified  by  the  postmaster  if  the  permit 
is  to  be  revoked  and  the  reasons  for 
revocation.  Form  3604,  Nonuse  of 
Mailing  Permit  or  Meter  License,  may 
be  used  if  revocation  is  for  nonuse. 

.223  The  permit  holder  may  appeal 
the  revocation  to  the  postmaster.  If  no 
written  statement  of  objection  is  filed  by 
the  permit  holder  within  ten  days,  the 
postmaster  will  cancel  the  permit. 

.224  If  revocation  is  because  of 
nonuse  and  the  permit  holder  indicates 
that  he  will  resume  mailings  within  a  90 
day  period,  the  permit  will  be  continued 
for  a  period  not  to  exceed  90  days. 

.225  If  the  postmaster  does  not  grant 
the  appeal,  he  must  notify  the  customer. 

.226  The  permit  holder  may  appeal 
the  postmaster’s  decision  to  the  General 
Manager,  Domestic  Mail  Classification 
Division,  Office  of  Mail  Classification. 
USPS  Headquarters.  Washington,  DC 
20260.  The  appeal  must  be  submitted  in 
writing  to  the  postmaster,  who  will 
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forward  the  appeal  to  the  General 
Manager.  Domestic  Mail  Classification 
Division,  who  will  make  the  final 
administrative  decision. 

*  «  *  *  * 

145.8  Optional  Acceptance  Procedure 

.81  Objective.  The  purpose  of  this 
optional  procedure  is  to  provide  for 
situations  for  which:  (a)  postage  charges 
can  be  adequately  verified  by  means 
other  than  weighing,  (b)  normal 
acceptance  procedures  are  impractical, 
and  (c)  major  savings  to  the  Postal 
Service  would  result  from  use  of  an 
optional  acceptance  procedure. 

.82  Qualification  Requirements.  Any 
permit  imprint  mailer  whose  mailings 
comply  with  the  requirements  of  145.6 
may  apply  for  authorization  to  use 
optional  acceptance  procedures. 
Optional  procedure  authorization  will 
not  be  granted  if:  (a)  mailings  do  not 
meet  the  requirements  of  145.6.  (b)  the 
Postal  Service  cannot  be  assured  of  the 
receipt  of  proper  postage  revenues  or  (c) 
significant  recoverable  savings  will  not 
result  for  the  Postal  Service. 

.83  Applications 

.831  Filing  Applications.  Filing 
applications  for  authorization  to  use 
optional  acceptance  procedures  must  be 
submitted  in  writing  by  the  mailer  to  the 
postmaster  at  the  post  office  where 
mailings  will  be  deposited.  The 
applications  must  include: 

a.  A  detailed  outline  of  how  it  is 
proposed  to  make-up  and  process  the 
mail. 

h.  A  detailed  description  of  how  the 
amount  of  postage  for  a  mailing  would 
be  determined  and  verified  by  the  local 
post  office. 

c.  A  statement  of  the  approximate 
costs,  savings,  and  benefits  expected  to 
result  for  the  Postal  Service. 

.832  Assessment  of  .Application.  An 
application  will  be  reviewed  by  the 
postmaster  and  then  forwarded  via  the 
sectional  center  manager  and  the 
district  manager  to  the  appropriate 
Region  for  consideration.  The 
postmaster,  sectional  center  manager, 
and  district  manager  must  each  attach 
written  and  signed  comments  to  the 
application  clearly  indicating  whether 
they  consider  the  proposal  sound,  cost 
effective,  and  practical.  Each 
endorsement  must  indicate: 

a.  A  recommendation  to  approve  or 
disapprove. 

b.  Suggested  procedures  for 
acceptance,  verification  of  proper  mail 
make-up.  processing,  and  audit. 

(7)  The  postmaster  must  also: 

(a)  Suggest  a  method  the  district  can 
use  to  verify  the  completeness  and 


accuracy  of  the  individual  mailing 
verifications  by  the  post  office  and 

(6)  clearly  identify  samples  of  all 
documents  that  would  be  used  to 
substantiate  the  mailing  statement. 

(2)  The  sectional  center  manager  must 
indicate  the  personnel  who  will  perform 
the  verification  and  examination 
function. 

c.  Estimates  of  costs,  savings,  and 
benefits  to  result  for  the  Postal  Service. 
Note:  A  detailed  cost/benefit  analysis 
will  be  done  by  the  regions. 

.84  Approval  or  Denial 

.841  Items  of  Identical  Weight. 
Applications  for  mailing  of  items  of 
identical  weight  will  be  approved  or 
denied  by  the  Regional  Postmaster 
General.  This  authority  may  only  be 
delegated  to  the  Regional  Director. 
Finance  Department.  Approval  will  not 
be  given  if  it  appears  that  postal  revenue 
cannot  be  protected  under  the  final 
proposed  procedures. 

.842  Items  of  Different  Weights. 
Applications  for  mailings  of 
nonidentical  weight  must  be  forwarded 
by  the  Region  to  the  Director.  Office  of 
Mail  Classification,  USPS  Headquarters, 
Washington.  DC,  for  approval  or  denial. 

.843  Written  Notification.  The 
applicant  will  be  notified  in  writing 
whether  the  application  has  been 
approved  or  denied.  Optional  procedure 
approvals  will  contain  an  expiration 
date  no  later  than  five  years  after  the 
date  of  approval. 

.85  Renewal  of  Authorizations. 
Authorizations  may  be  renewed  for 
periods  up  to  five  years  by  the  Regional 
Director.  Finance  Department,  upon 
written  request  from  the  mailer.  This 
request  must  be  submitted  to  the 
postmaster  of  the  post  office  where  the 
mailings  are  deposited. 

.86  Revocation 

.861  By  Postal  Service.  A  mailer, 
whose  authorization  is  revoked,  will  be 
notified  in  writing  of  the  cancellation 
and  the  reasons  therefor.  An 
authorization  may  be  revoked  or 
suspended  by  the  region  under  the 
following  ciicumstances: 

a.  Whenever  it  is  established  that  a 
mailer  has  provided  misleading  or 
incorrect  data.  An  authorization  will  be 
suspended,  pending  investigation, 
whenever  there  is  indication  that  postal 
revenue  is  not  fully  protected.  The 
Office  of  Mail  Classification  will  be 
advised  of  all  such  revocations  and 
suspensions.  Future  applications  from 
such  mailers  must  be  referred  by  the 
region  to  the  Office  of  Mail 
Classification. 

b.  Whenever  it  is  discovered  that 
procedures  do  not  provide  adequate 
revenue  protection.  The  authorization 


may  be  renewed  by  the  Regional 
Director,  Finance  Department,  when  the 
necessary  corrective  action  is  taken. 

c.  Whenever  the  procedures  no  longer 
meet  the  criteria  established  by  this 
regulation. 

d  Whenever  no  mailings  are  made 
under  optional  procedures  over  a  six- 
month  period. 

e.  Whenever  it  is  noted  that  a  mailer 
continues  to  present  improperly 
prepared  mailings. 

.862  By  Mailer.  A  mailer  may 
terminate  his  participation  in  an 
optional  procedure  at  any  time  by 
notifying  the  postmaster  in  writing.  The 
postmaster  will  provide  copies  of  the 
mailer’s  notice  of  revocation  to  the 
sectional  center  manager,  district 
manager,  and  to  the  Regional  Director. 
Finance  Department.  (A  copy  will  also 
be  sent  to  the  Office  of  Mail 
Classification  if  the  authorization  was 
issued  by  that  Office.) 

.87  Mailing  Acceptance 

.871  Mailings  will  be  accepted  only 
at  the  facilities  and  in  the  manner 
specified  in  the  Region's  letter  of 
authorization. 

.872  The  mailer  must  submit  a 
statement  of  mailing  (Form  3602  or  3605. 
Mailing  Statement)  with  a  sample 
mailing  piece  at  or  before  the  time  of 
each  mailing. 

.88  Mailing  Records 

.881  Mailer’s  Responsibility.  Mailers 
are  responsible  for  the  submission  of 
accurate  statements  of  mailing  and  the 
maintenance  of  accurate  records.  The 
Postal  Service  audit  is  directed  only  at 
detecting  underpayment.  The  burden 
rests  w'ith  the  mailer  to  prove  any 
overpayment  of  postage. 

.882  General  Requirement 
Verification  of  postage  is  normally  done 
through  a  Postal  Service  audit  of  records 
maintained  by  the  mailer  as  a  normal 
requirement  of  business: 

a.  Records  used  for  verification  of 
optional  procedure  mailings  must  be 
records  which  are,  as  a  matter  of 
routine,  also  maintained  for  production 
of  other  than  optional  procedure 
mailings. 

b.  All  records  must  be  labeled,  as  they 
are  created  as  to  the  mailing  (and/or 
order)  to  which  they  relate. 

.883  Case  Record.  The  mailer  must 
prepare  a  case  record  for  each  mailing 
and  maintain  it  centrally  for  three  years. 
The  purpose  is  to  enable  the  Postal 
Service  to  audit  the  accuracy  of  the 
computations  for  individual  mailings  as 
well  as  for  the  aggregate  of  all  mailings. 
Each  case  record  must  contain: 

a.  A  sample  of  the  mailing  piece. 

b.  The  mailing  .statement. 
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c.  Sufficient  source  documents  to 
permit  reconciliation  with  the  mailing 
statement. 

.884  Additional  Records.  Sufficient 
additional  records  must  be  retained  by 
the  mailer  to  provide  at  least  two 
methods  of  verifying  the  mailings  which 
are  acceptable  to  the  region.  The 
following  are  records  that  may  be 
appropriate  to  meet  this  verification 
requirement: 

a.  Purchase  order  from  mailer’s  client. 

b.  Production  order  on  quantity. 

c.  Job  order  on  quantity. 

d.  Machine  production  records 
(register  readings). 

(/)  Assemblers 

[2)  Stuffing  machines 

(5)  Collators 

(4)  Printers 

(5)  Wrapping  and  bundling  machines 

(6)  Stitching  machines 

e.  Weigh  tickets. 

[1]  Pallets 

[2)  Consolidated  weights 

f.  Billing  to  customer. 

g.  Computer  listing  of  addresses. 

h.  Inventory  records. 

.885  Running  Summaries.  The  mailer 
must  maintain  running  summaries  of 
mailings  made  in  which  the  day  of 
mailing,  quantity,  individual  weight, 
total  weight  and  total  postage  of  each 
mailing  are  recorded. 

145.9  Alternate  Methods  of  Paying 
Postage 

.91  Application  Procedure 

.911  All  postage  must  be  paid  in 
accordance  with  the  provisions  of  146.1 
unless  an  alternate  method  is  approved 
in  writing  by  the  Director.  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters. 

.912  Mailers  may  request 
authorization  to  pay  postage  by  an 
alternate  method  by  submitting  a 
written  request  to  the  postmaster  at  the 
office  of  mailing.  The  request  must 
include  a  complete  description  of  the 
type{s)  of  matter  to  be  mailed,  the 
proposed  method  of  paying  postage  and 
a  statement  of  the  mailer’s  reasons  for 
requesting  the  alternate  method. 

.913  The  postmaster  w'ill  forward  the 
request  to  the  Office  of  Mail 
Classification  through  his  management 
sectional  center,  district,  and  regional 
director  of  finance.  Postmasters  may  not 
accept  mail  under  any  alternate  method 
of  paying  postage  until  a  written 
authorization  from  the  Director,  Office 
of  Mail  Classification,  is  received. 

.92  Conditions  of  Authorization 

.921  Authorization  to  use  an 
alternate  method  of  paying  postage  may 
be  granted  by  the  Director,  Office  of 
Mail  Classification,  when  the  adoption 


of  such  a  method  would  be  in  the  best 
interests  of  the  Postal  Service  and  when 
postal  revenue  can  be  adequately 
protected.  The  authorization  will  specify 
the  alternate  method  of  postage 
payment  to  be  used  and  the  terms  and 
conditions  of  its  use,  including  a  time 
limitation,  if  applicable. 

.922  As  a  condition  of  authorization, 
the  Director  may  require  the  mailer  to 
agree  to  pay  a  surcharge  to  cover  any 
damages  suffered  by  the  Postal  Service 
from  the  incorrect  payment  of  postage. 
An  authorization  to  use  an  alternate 
method  of  postage  payment  may  be 
revoked  at  any  time  by  the  Director, 
Office  of  Mail  Classification,  upon  the 
issuance  of  a  written  notice  to  the 
mailer. 

146  Prepayment  and  Postage  Due 
«  *  *  *  «  « 

146.3  Collection  of  Postage  Due 

.31  Collected  on  Delivery.  Customers 
must  pay  for  postage  due  mail  in  cash 
only,  prior  to  delivery  to  them.  However, 
postage  on  quantity  mailings  found  in 
private  mail  boxes  will  be  collected  as 
provided  in  146.22. 

.32  Use  of  Postage  Due  Stamps. 
Postage  due  stamps  are  only  used  to 
collect  postage  due  on  mail.  They  may 
not  be  used  for  any  other  payment  of 
postage  or  fees. 

33  Use  of  Postage  Stamps,  Permit 
Imprints,  or  Customer  Meter  Strips. 
Postage  stamps,  permit  imprints,  and 
customer  meter  strips  may  not  be  used 
for  payment  of  postage  due. 

.34  Advance  Deposit.  If  postage-due 
collections  amount  to  approximately  $10 
or  more  every  60  days,  payment  may  be 
made  by  advance  deposits  of  money. 

147  Exchanges  and  Refunds 

148  Revenue  Deficiency 

149  Indemnity  Claims 

150  Collection  and  Delivery 

151  Private  Mail  Receptacles 

152  Mail  Deposit  and  Collection 

4r  *  w  «  * 

152.5  Bulk  Mailings.  Mailings  under 
permit  indicia  or  at  bulk  rates  must  be 
made  at  times  and  places  designated  by 
the  postmaster.  These  will  generally  be 
limited  so  a^  to  insure  proper 
acceptance  and  verification  of  these 
mailings. 

152.8  Disposal  of  Mail  on  Request  Bv 
Mailer 

.81  Requests 

a.  Mailers  who  desire  to  withdraw 
mailings  of  200  pieces  or  more,  before 


delivery,  may  request  the  Postal  Service 
to  intercept  their  mail  and  dispose  of  it 
rather  than  deliver  the  mail. 

b.  A  written  and  signed  request  must 
be  submitted  to  the  postmaster  at  the 
office  of  mailing.  This  request  must 
contain  an  adequate  description  of  the 
mail,  for  identification  purposes 
including  dimensions,  colors,  weight, 
identifying  markings,  number  of  pieces, 
postage,  and  samples,  if  available.  The 
request  should  also  include  the 
destination  ZIP  Codes  of  the  mail  and 
carrier  routes  if  known. 

c.  Customers  may  notify  postmasters 
of  destination  post  offices,  in  writing, 
prior  to  the  deposit  of  mail,  that  time 
dated  mail  will  be  received,  and  request 
the  postmaster  to  dispose  of  it  if 
received  after  the  scheduled  date.  In 
addition  to  the  information  indicated  in 
b.  above,  the  customer  must  include  the 
scheduled  delivery  date  after  which  the 
customer  does  not  want  the  mail 
delivered. 

d.  The  post  office  can  only  dispose  of 
the  mail  if  received  after  the  scheduled 
date.  The  post  office  must  then  notify 
the  customer  of  the  disposal. 

32  Additional  Expenses.  All 
additional  expenses  incurred  in  disposal 

the  mail,  including  long  distance 
telephone  calls,  must  be  paid  by  the 
mailer. 

.83  Postage.  Disposal  of  mail  on 
request  by  the  mailer  creates  no 
obligation  of  the  Postal  Service  to  refund 
postage.  See  147.21  for  conditions  that 
justify  postage  refunds. 

34  Disposal  Action 

o.  Proper  requests  for  disposal  of  mail 
will  be  acted  on  if  they  are  received  at 
the  destination  post  office  delivery  unit 
before  the  mail  is  processed  by  the 
carriers. 

b.  Every  practical  effort  will  be  made 
to  accommodate  a  request  for  disposal 
of  mail.  However,  the  Postal  Service 
does  not  guarantee  that  a  mailing  can  be 
completely  gathered  during  processing, 
thereby,  stopping  delivery  of  all  pieces 
in  the  mailing. 

c.  The  postmaster  or  designated 
supervisor  will  verify  mail  matter  to  be 
disposed  and  ensure  that  only  mail 
described  in  the  mailer’s  request  is 
destroyed. 

153  Conditions  of  Delivery 


1533  Jointly  Addressed  Mail 

.31  Delivery  of  Jointly  Addressed 
Mail.  Where  mail  is  jointly  addressed, 
for  example,  Mr.  and  Mrs.  John  Doe, 
John  and  Jane  Doe,  neither  party  is 
entitled  to  control  delivery  of  such  mail 
over  the  objection  of  the  other.  Jointly 
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addressed  mail  is  delivered  as 
addressed  by  the  sender  so  long  as  one 
of  the  parties  can  receive  it  there,  except 
that  U.S.  Government  checks  will  be 
returned  if  either  party  is  deceased. 

.32  Delivery  of  Mail  Addressed  to 
Husbands  or  Wives.  Neither  party  may 
control  delivery  of  mail  addressed  to  the 
other.  In  the  absence  of  specific  delivery 
instructions  the  mail  will  be  delivered  as 
addressed  by  the  sender. 

154  General  Delivery 

155  City  Delivery 

156  Rural  Services 

*  *  *  *  *  * 

156.4  Payment  of  Postage 

.41  Acceptance  of  Mail 

.411  A  rural  carrier  will  accept  any 
mailable  matter,  provided  postage  is 
fully  prepaid  or  money  equal  to  the 
required  postage  is  furnished,  unless  the 
purpose  of  handing  mail  to  the  carrier 
for  deposit  into  one  office  is  to  “boycott” 
another  office  or  deprive  it  of  legitimate 
revenue.  During  December  customers 
are  required  to  affix  stamps  to  all 
greeting  cards  and  letter  mail. 

.412  When  a  rural  carrier  finds 
unstamped  mail  in  a  customer’s  box  and 
the  required  amount  of  money  for 
postage,  he  will  normally  collect  the 
mail  and  money  and  affix  the  necessary 
postage.  The  carrier  has  stamps, 
stamped  envelopes,  and  postal  cards  for 
sale.  For  convenience  and  safety, 
customers  who  leave  mail  and  money  in 
rural  boxes  to  be  collected  by  the  carrier 
should  either  wrap  the  money,  place  it  in 
a  coin-holding  receptacle,  or  attach  it  to 
the  mail  by  means  of  a  clip  or  other 
fastener.  Money  left  in  rural  boxes  is  left 
at  the  risk  of  the  customer. 

.42  Postage  Uncertain.  When  mail  is 
given  to  a  rural  carrier  for  mailing  and 
he  is  unable  to  determine  the  postage, 
he  will  accept  from  the  sender  an 
amount  sufficient  to  insure  full  payment 
of  postage.  On  the  next  trip  he  will 
return  to  the  sender  any  excess  money. 


.43  Insufficient  Postage.  When 
mailable  matter  is  deposited  in  a  box 
and  the  required  postage  has  not  been 
paid  nor  sufficient  money  left  to 
purchase  stamps,  the  rural  carrier  will, 
when  the  identity  of  the  sender  is 
known,  place  in  the  box  a  notice  that  • 
such  matter  cannot  be  dispatched  until 
the  necessary  postage  is  paid.  If  the 
identity  of  the  sender  is  unknown,  the 
matter  will  be  taken  to  the  post  office 
and  treated  as  unpaid  mail. 

.44  Mailable  Matter  Not  Bearing 
Postage  Found  In  or  On  Rural  Mail 
Boxes.  When  mailable  matter,  not 
bearing  postage,  is  found  in,  placed 
upon,  attached  to,  supported  by,  or  hung 
from  rural  mailboxes,  the  procedures  in 
146.2  must  be  followed. 

157  Highway  Contract  Service 

158  [Reserved] 

159  Undeliverable  Mail 

159.1  Mail  Undeliverable- As- 
Addressed 

.11  General  Provisions.  Nondelivery 
of  mail  can  result  from  any  one  of  the 
following  general  reasons: 

a.  Mail  does  not  bear  postage. 

b.  Incomplete,  illegible,  or  incorrect 
address. 

c.  Addressee  not  at  address:  moved, 
or  deceased, 

d.  Mail  unclaimed. 

e.  Mail  refused  by  the  addressee  at 
time  of  delivery. 

/.  Mail  refused  by  the  addressee  after 
delivery  When  refusal  is  authorized 
under  153.11c. 

.12  Specific  Provisions.  The  specific 
provisions  governing  undeliverable  mail 
of  each  class  are  contained  in  the 
appropriate  chapters  of  this  manual 
dealing  with  each  class  of  mail. 

.13  Undeliverable  Due  to  Postal 
Service  Adjustments 

.131  Types  of  Changes 

a.  Rural  route  adjustments. 

b.  Conversion  from  rural  to  city 
delivery  service. 


c.  Renumbering  of  houses. 

d.  Renaming  of  streets. 

e.  Consolidation  of  routes. 

/.  Consolidation  of  post  offices. 

g.  Readjustment  of  delivery  districts. 

.132  Notice  of  Change.  Customers 
should  notify  their  correspondents  of 
their  correct  address,  including  ZIP 
Code  number.  Form  3576,  Change  of 
Address  Notice  to  Correspondents. 
Businesses,  and  Publishers,  is  available 
for  this  purpose.  In  addition,  where 
practical,  postmasters  will  attempt  to 
notify  publishers  and  other  mailers  who 
regularly  send  bulk  mailings  into  the 
area.  No  charge  will  be  made  to  these 
mailers  for  the  notices,  or  for  corrections 
to  galley  lists  of  address  changes  due  to 
Postal  Service  adjustments, 

.133  Disposition  of  Mail.  Mail  which 
is  undeliverable  due  to  Postal  Service 
adjustments  will  be  redirected  and,  if 
necessary,  forwarded  to  the  destination 
without  an  additional  postage  charge, 
for  one  year  from  the  end  of  the  month 
in  which  the  postal  change  occurs. 
Exception:  Simplified  Address 
(boxholder),  mail  addressed  to  Rural 
Route  Boxholder,  Highway  Contract 
Route  boxholder,  or  Post  Office 
Boxholder,  will  only  be  redirected  and 
forwarded  free  of  charge  until  June  30 
after  the  change  in  service  or.  until  90 
days  after  the  change  in  service, 
whichever  is  later. 

.14  Endorsements.  Undeliverable-as- 
addressed  mail  will  be  endorsed  by  the 
Postal  Service  with  the  reason  for 
nondelivery.  See  Exhibit  159.14. 

.15  Treatment  of  Undeliverable- As- 
Addressed  Mail 

.151  Mail  which  is  undeliverable-as- 
addressed  may  be  forwarded,  returned 
to  the  sender,  or  treated  as  dead  mail, 
depending  on  the  treatment  authorized 
for  that  particular  class  of  mail.  A 
summary  of  the  procedures  for  handling 
undeliverable-as-addressed  mail  is 
presented  in  Exhibit  159.151.  More 
detailed  provisions  are  found  in  the 
chapters  covering  each  class. 
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Endorsement 

Reason  for  nondelivefy 

_  Addressed  to  a  nonexistent  post  office. 

. .  Addresaed  to  a  nonaadstant  street  and  the  conect 

street  is  not  Itnown. 

.  Addressed  to  a  nonexistent  nuniber  and  the  correct 

number  is  not  Known. 

.  Mail  from  another  post  office  fails  to  bear  a  number. 

street  box  number,  route  number,  or  geographical 
section  of  the  city  or  city  and  State  is  omitted  and 
the  correct  address  is  not  known. 

.  Mail  of  local  origin  is  incompletely  addressed  for  distri- 

button  or  delivery. 

.  Address  cannot  be  read. 

7.  Not  delroerable  as  addressed — unable  to  iotwaid . 

.  Mail  is  undeHverable  at  address  given;  no  Change  of 

Address  Order  on  file;  forwarding  order  has  expired; 
forwarding  postage  not  guaranteed  by  sender  or  ad¬ 
dressee;  or,  mail  bears  sender’s  instructions  DO 

NOTFOmVARD. 

.  Address  to  a  location  outside  the  limits  of  dallvary  of 

the  post  oMice  of  address  (see  155.5).  Mail  for  OuF 
of-Bounds  customers  must  be  retained  in  general 
delivary  tor  the  prescrtoed  retention  period  unless 
addressee  has  filed  an  order. 

.  Addressee  has  failed  to  provide  a  receptacle  for  the 

receipt  of  mail. 

.  Mail  has  no  postage  and  there  are  no  indications  that 

the  postage  has  fallen  off. 

.  Addressee  has  moved  and  has  not  filed  a  change  of 

address  order. 

.  Addressee  is  temporarily  away  and  retention  period 

for  holding  mail  has  expired. 

. .  Addressee  is  not  known  at  the  place  of  address. 

. .  Addressee  has  refused  to  accept  mail  or  pay  postage 

charges  thereon. 

.  House,  apartment,  office  or  building  is  not  occupied 

lised  only  on  mail  addressed  Occupant 
.  Post  office  box  has  been  closed  for  nonoavment  of 

rent. 

17.  Return  to  servler.  Order  issued  ageinet  addressee  for  violation  of  Mail  is  returned  to  serrder  under  a  false  representation 

False  RepresenMion  Law.  order. 

ceased  and  the  mail  is  not  properly  deliverabie  to 
another  person.  This  endorsement  must  be  made 
personally  by  the  delivering  employee  and  under  no 
circumstances  may  it  be  rubber-stamped.  Mail  ad¬ 
dressed  in  care  of  another  will  be  m^ed  to  indi¬ 
cate  which  person  is  deceased. 

20.  Lottery  mail.  Mail  to  this  address  returned  by  order  of  Postmaster  Mail  is  returned  to  sender  under  a  lottery  order 

General. 

Counsel  when  it  cannot  be  determined  which  of  dis¬ 
puting  parties  has  better  right  to  the  mail. 

Exhibit  159.14 — Endorsement  for  Mail  Undeliverabie-As-Addressed 
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KEY 

A — Forward  free. 

B — Return  free  endorsed  with  reason  for 
nondelivery. 

C — Send  address  correction  to  mailer, 
collect  address  correction  fee. 

D — Transfer  locally  free,  forward  out  of 
town  at  rate  “A”. 

E— Sender  must  pay  Forwarding  & 

Return  Postage  if  addressee  refuses 
mail. 

F — For  3-month  Period:  Transfer  locally 
free,  and  forward  out  of  town  postage 
due  if  addressee  guarantees  forwarding 
postage.  Furnish  Form  3578  to 
addressee.  After  3  months,  or  if  not 
forwardable  originally,  apply  G,  H, 
below  as  appropriate. 

G — ^Send  address  correction  together 
with  old  address,  collect  address 
Correction  fee. 

H — Return  complete  copy  with  address 
correction  attached.  Collect  "b”  or  “c” 
rate  plus  address  correction  fee. 

I — ^Transfer  locally  free,  forward  out  of 
town  at  applicable  rate. 

I — Transfer  all  fourth-class  locally  free. 
Transfer  third-class  locally  free  if  it  has 
obvious  value  (159.23),  if  endorsed 
Return  Postage  Guaranteed  or  if 
addressee  has  guaranteed  forwarding 
postage.  Forward  third-  and  fourth-class 
out  of  town  only  if  addressee  has 
guaranteed  forwarding  postage. 

K — Return  at  applicable  rate  plus  fee  for 
address  correction  attached. 

L — No  return — treat  as  waste. 

M — Return  at  applicable  rate,  marked 
NOT  DELIVERABLE  AS  ADDRESSED— 
UNABLE  TO  FORWARD  only, 

N — Retium  endorsed  with  reason  for 
nondelivery,  collect  address  correction 
fee. 

O — If  of  obvious  value,  return  at 
applicable  rate — otherwise  treat  as 
waste. 

P — If  of  obvious  value,  return  at 
applicable  rate  plus  fee  for  address 
correction — otherwise  send  address 
correction  and  collect  fee. 

Exhibit  159.151.  Treatment  of 
Undeliverable-As-Addressed  Mail 

.152  Official  mail  will  be  treated  the 
same  as  mail  of  the  general  public 
except  that  no  postage  due  will  be  rated 
or  collected  by  post  offices  on  delivery 
of  mail  or  address  correction  notices. 

159.2  Forwarding 

.21  Change  of  Address  Order 
.211  Forwarding  Instructions. 
Customers  should  advise  their  local  post 
office  when  they  are  moving.  This  is 
done  by  filing  Form  3575,  Change  of 
Address  Order,  which  is  available  at 
any  post  office  or  from  any  carrier.  A 


written  and  signed  order  or  a  telegram 
sent  by  the  customer,  his  agent,  or 
person  in  whose  care  mail  will  be 
addressed  is  acceptable.  Old  and  new 
addresses  should  be  furnished.  A 
change  of  address  may  not  be  Filed  with 
the  Postal  Service  for  mail  bearing  an 
employee's  name  addressed  to  the  place 
of  employment  either  during  or  after  the 
termination  of  the  employment 
relationship.  Such  mail  is  delivered  in 
accordance  with  153.5.  A  former 
employee  may  leave  a  forwarding 
address  with  the  former  employer  for 
the  purpose  of  having  marl  redirected  to 
the  former  employee  under  the 
provisions  of  159.226. 

.212  Pledge  to  Pay  Forwarding 
Postage.  The  order  to  forward  mail 
constitutes  the  pledge  of  the  addressee 
to  pay  forwarding  postage.  When  an 
addressee  who  has  pledged  to  pay 
forwarding  postage  refuses  to  pay  the 
postage  due,  the  postmaster  will  send 
Form  3546,  Notice  to  Change 
Forwarding  Order,  to  the  postmaster  at 
the  old  address  requesting  him  to 
discontinue  forwarding  mail  of  the  class 
refused. 

.213  Time  Limit  of  Change  of 
Address  Order 

a.  Time  limit  Specified  by  Addressee 
(may  not  exceed  1  year).  State  beginning 
and  ending  dates'in  the  change  of 
address  order.  The  original  order  should 
be  canceled  when  the  addressee  returns 
to  his  old  address  or  moves  to  another 
permanent  address  within  the  specified 
period. 

b.  Time  Limit  Not  Specified  by 
Addressee.  Records  of  permanent 
change  of  address  orders,  other  than 
those  subject  to  159.213d,  are  held  one 
year  for  forwarding  purposes  from  the 
end  of  the  month  in  which  the  change 
becomes  effective.  Exception:  Address 
changes  to  a  post  office  box  at  the  same 
post  office,  as  indicated  on  Form  1093, 
Application  for  Post  Office  Box  or 
Caller  Number,  must  be  honored 
indefinitely.  The  order  is  not  renewable. 
Mail  may  continue  to  be  forwarded 
beyond  the  1-year  period  if  the  new 
address  is  known  to  the  forwarding 
employee. 

c.  Retention  of  Change  of  Address 
Orders.  All  post  offices  shall  retain 
change  of  address  orders  for  a  period  of 
one  year  from  the  end  of  the  month  in 
which  the  change  becomes  effective  for 
administrative  purposes,  providing 
mailing  list  service  (see  945)  and 
releasing  address  change  information  to 
the  public  under  provisions  of  the 
Freedom  of  Information  Act  (see  352  of 
the  Administrative  Support  Manual). 

d.  Change  from  General  Delivery  at 
City  Delivery  Office.  A  record  of  change 


of  address  orders  to  permanent  local 
address  without  time  limit  will  be  kept  6 
months.  A  record  of  change  of  address 
orders  to  other  than  permanent  local 
address  without  time  limit  will  be  kept 
30  days. 

22  Forwardable  Mail 

221  Classes.  The  following  classes 
of  mail  will  be  forwarded: 

a.  First-Class  (including  zone  rated 
(priority))  MaiL 

b.  Official  mail  (described  in  137)  that 
is  sent  as  First-Qass  Mail. 

c.  Second-,  third-  and  fourth-class 
mail  when  specifically  requested  by  the 
order. 

d.  All  third-  and  fourth-class  mail  for 
which  the  sender  has  guaranteed  to  pay 
the  forwarding  postage  (see  159.231). 

.222  Registered,  Certified,  Insured, 
and  COD  Mail.  A  Change  of  Address 
Order  for  ordinary  mail  will  cover 
registered,  certified,  insured,  and  COD 
mail  unless  the  sender  has  given  other 
instructions  or  unless  the  addressee 
moved  outside  the  United  States.  The 
sender's  instructions  should  be  written 
or  printed  on  the  envelope  or  wrapper. 
Examples:  Do  not  forward;  If  not 

accepted  within - days  return  to 

sender.  Exceptions: 

a.  COD  mail  will  not  be  forwarded  to 
the  Canal  Zone  nor  to  overseas  military 
post  offices. 

b.  Domestic  registered  articles  mailed 
outside  the  United  States  and  addressed 
for  delivery  in  the  United  States  will  not 
be  forwarded  to  the  Canal  Zone  if  the 
postage  indicates  the  articles  were 
valued  at  more  than  $1,000.  Articles 
mailed  in  the  Canal  Zone  addressed  for 
delivery  in  the  United  States  will  not  be 
forwarded  to  any  place  outside  the 
United  States  if  there  is  reason  to 
believe  the  value  exceeds  $1,000. 

c.  Insured  and  COD  parcels  that  have 
mailers  instructions  to  abandon  or  to 
sell  perishable  items,  written  or  printed 
on  the  envelope  or  wrapper,  will  be 
treated  according  to  the  instructions. 
Examples: 

Do  not  forward  or  return.  If  not 

accepted  within - days,  treat  as 

abandoned.  Notify  mailer  of  final 
disposition. 

Do  not  forward  or  return.  If 

undelivered  after - days,  sell 

contents  to  highest  bidder  and  remit 
proceeds,  less  commission,  to  mailer. 

Do  not  forward  or  return.  If 

undeliverable  after - days. 

destroy.  Notify  mailer  affinal 
disposition. 

A  commission  of  10  percent,  but  not  less 
than  25  cents,  is  retained  by  the  Postal 
Service  from  the  amount  for  which 
perishable  items  are  sold. 
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d.  COD  mail  may  have  written  or 
printed  on  it  a  request  that  it  be 
forwarded  to  a  new  addressee.  The 
name  and  address  of  the  new  addressee 
must  be  shown  in  a  bordered  space  with 
instructions  that  the  mail  be  delivered 
either  with  or  without  the  collection  of 
COD  charges. 

.223  Endorsements  Not  to  Forward. 
Mail  bearing  the  following  address 
forms  or  endorsements  will  not  be 
forwarded: 

a.  Mail  addressed  to  Occupant  or 
Postal  Customer. 

b.  Mail  bearing  specific  instructions  of 
the  sender  DO  NOT  FORWARD. 

.224  Change  in  Post  Office  Service. 

a.  Addressed  to  a  Discontinued  Post 
Office.  All  first-,  second-,  and  fourth- 
class  mail  and  all  third-class  mail  of 
obvious  value  addressed  to  a 
discontinued  post  office  may  be 
forwarded  to  any  other  post  office 
designated  by  the  addressee  without 
additional  charge  when  the  office  to 
which  such  mail  is  ordered  sent  by  the 
Postal  Service  is  not  convenient  for  the 
addressee. 

b.  Forwarded  Due  To  Change  in 
Rural  Delivery  Service.  Customers  of 
any  office  who,  on  account  of  the 
establishment  of  or  a  change  in  rural 
delivery  service,  receive  their  mail  from 
the  nu'al  carrier  of  another  office  may 
have  their  first-,  second-,  and  fourth- 
class  mail  and  third-class  mail  of 
obvious  value  sent  to  the  latter  office 
and  delivered  by  rmal  carrier  without  a 
new  prepayment  of  postage,  provided 
they  file  a  written  request  with  the 
postmaster  at  the  former  office. 

c.  Addressed  to  Boxholder.  Mail 
addressed  to  post  office,  rural  route,  or 
highway  contract  route  boxholder  will 
be  delivered  to  those  customers  residing 
in  the  affected  area  until  June  30 
following  establishment  or  conversion  to 
city  delivery  service  or  for  a  period  of  90 
days,  whichever  is  longer. 

.225  Address  Changes  of  Persons  in 
U.S.  Service.  All  first-,  second-,  and 
fourth-class  mail  and  all  third-class  mail 
of  obvious  value  addressed  to  persons 
in  the  United  States  service  (civil  and 
military)  serving  at  any  place  where  the 
United  States  mail  service  operates, 
whose  change  of  address  is  caused  by 
official  orders,  will  be  forwarded  imtil  it 
reaches  the  addressee.  No  additional 
postage  will  be  charged.  Second-  and 
fourth-class  mail,  third-class  mail  of 
obvious  value,  and  First-Class  zone 
rated  (priority)  Mail  so  forwarded  are 
endorsed  by  the  forwarding  office 
Change  of  Address  Due  to  Official 
Orders.  This  provision  for  free 
forwarding  from  one  post  office  to 
another  applies  to  mail  for  the  members 


of  the  household  whose  change  of 
address  is  caused  by  official  orders  to 
persons  in  the  United  States  service. 

(See  122.814  and  122.824  concerning 
dependents  residing  with  military 
personnel.)  Exception:  Second-class 
mail  will  not  be  forwarded  between  the 
U.S.  and  overseas  APO  addresses  by 
military  authorities.  Copies  of 
publications  addressed  to  an  APO  for 
military  personnel  transfer  to  overseas 
assignments  will  be  endorsed  by 
military  personnel  Forwarding 
Prohibited,  Addressee  Assigned 
Overseas  and  returned  to  the  post  office 
for  disposition.  Copies  of  publications 
addressed  to  military  personnel  at  their 
APO  addresses  who  have  been 
transferred  to  the  U.S.  will  be  endorsed 
by  military  personnel  Forwarding 
Prohibited,  Addressee  Returned  to  the 
U.S.  and  returned  to  the  military  post 
office  for  disposition.  Second-class  mail 
having  FPO  addresses  may  be 
forwarded  to  or  from  the  U.S.  and 
overseas  for  a  period  not  to  exceed  60 
days  when  requested  by  individual 
addressees. 

,226  Reforwarding.  The  address  (but 
not  the  name)  may  be  changed  and  the 
mail  reforwarded  as  many  times  as 
necessary  to  reach  the  addressee.  Each 
time  First-Class  zone  rated  (priority) 
Mail,  second-  or  fourth-class  mail,  or 
third-class  mail  of  obvious  value  is 
reforwarded,  it  is  charged  additional 
postage  at  the  appropriate  rate. 

.23  Obvious  Value  Mail 

.231  Identified  As  to  Obvious  Value. 
The  sender  of  third-  and  fourth-class 
mail  may  identify  pieces  which  are 
considered  to  be  of  obvious  value  and 
assure  their  return  by  using  the  Return 
Postage  Guaranteed  service.  The  sender 
may  assure  forwarding  or  return  of  the 
pieces  by  using  the  Forwarding  and 
Return  Postage  Guaranteed  service. 

.232  Unidentified  As  to  Obvious 
Value.  When  an  undeliverable  piece 
does  not  bear  the  sender’s  guarantee  to 
pay  forwarding  or  return  postage,  its 
value  will  be  appraised  before  it  is 
disposed  of.  Packages  of  merchandise  or 
personal  property  such  as  photographs, 
jewelry,  or  clothing  are  examples  of 
matter  having  obvious  value. 
Miscellaneous  printed  matter  such  as 
circulars  and  articles  unsolicited  by  the 
addressee  such  as  samples  of 
merchandise  are  examples  of  matter  not 
of  obvious  value. 

.233  Disposition.  When  a  piece  not 
so  endorsed  is  determined  to  be  of 
obvious  value,  it  will  not  be  disposed  of 
as  waste,  or  sent  to  dead  letter  or  dead 
parcel  branches  if  it  can  be  forwarded  to 
the  addressee  or  returned  to  the  sender. 
If  the  addressee  has  guaranteed  to  pay 


forwarding  postage  for  matter  of 
obvious  value,  the  piece  will  be 
forwarded.  If  the  piece  cannot  be 
forwarded,  it  will  be  returned  to  the 
sender  at  the  applicable  postage  rates. 

.24  Postage  for  Forwarding 

.241  Change  in  Local  Address.  If  a 
change  is  made  to  an  address  served  by 
the  same  post  office,  all  First-,  all 
second-,  and  fourth-class  mail,  and  all 
third-class  mail  of  obvious  value  will  be 
delivered  as  directed.  Additional 
postage  will  not  be  required.  When  the 
change  of  address  is  to  a  post  office  box 
at  the  same  post  office,  all  mail  will  be 
transferred  to  the  box  in  accordance 
with  instructions  shown  on  Form  1093. 

.242  Change  to  Another  Post  Office. 
Mail  forwarded  to  another  post  office  is 
subject  to  additional  postage  as  follows, 
to  be  computed  the  same  as  if  the  piece 
were  originally  mailed  at  the  office  from 
which  it  is  forwarded: 

a.  First-Class  Mail  weighing  not 
more  than  12  ounces,  including  postal 
and  post  cards,  is  forwarded  without 
charge  when  postage  has  been  fully 
prepaid  by  the  sender.  No  additional 
charge  is  made  for  forwarding  First- 
Class  Mail  weighing  not  more  than  12 
oiuices  that  is  not  fully  prepaid,  but  any 
amount  shortpaid  at  the  time  of  original 
mailing  will  be  collected  on  delivery. 

b.  Second-Class  Publications  are 
subject  to  additional  postage  for 
forwarding  at  the  second-class  transient 
rate  computed  on  each  individually 
addressed  copy  or  package  of 
unaddressed  copies. 

c.  Controlled  Circulation 
Publications  are  subject  to  additional 
postage  for  forwarding  at  the  single¬ 
piece  third-  or  fourth-class  rate 
according  to  weight. 

d.  Third-Class  Mail  is  subject  to 
collection  of  additional  postage  for 
forwarding  at  the  applicable  rate  of 
postage. 

e.  Fourth-Class  Mail  is  subject  to  the 
collection  of  additional  postage  for 
forwarding  at  the  applicable  rate  of 
postage. 

/.  First-Class  Zone  Rated  (Priority) 
Mail  is  forwarded  by  air  and  additional 
postage  between  the  forwarding  and  the 
delivery  office  will  be  collected  on 
delivery  at  the  rates  in  Exhibit  310. 

g.  Registered,  Certified,  Insured, 
COD,  and  Special  Handling  Mail  is 
forwarded  without  the  payment  of 
additional  fees,  but  the  ordinary 
forwarding  postage  charges,  if  any,  must 
be  paid.  Such  mail  will  not  be  forwarded 
to  a  foreign  country.  See  915.6  for 
forwarding  special  delivery  mail. 

.25  Directory  Service 

.251  Availability.  Directory  service  is 
not  generally  available,  but  at  carrier 
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offices  where  a  directory  is  available, 
directory  service  is  given  to  registered, 
certified,  insured,  COD,  special  delivery 
and  special  handling  mail;  to  perishable 
matter  and  parcels  of  obvious  value;  and 
to  international  mail,  except  circulars. 
Incorrectly  or  incompletely  addressed 
mail  from  overseas  Armed  Forces  is 
given  directory  service  and  is  not 
returned  to  the  sender  until  every  effort 
is  made  to  deliver  it. 

.252  Mail  Entitled  to  Directory 
Service.  Directory  service  will  be 
provided  at  letter  carrier  offices  for  the 
following  types  of  mail  which  cannot  be 
delivered  due  to  insufficient  address  or 
which  fail  of  delivery  at  the  address 
given.  A  city  or  telephone  directory  will 
be  used.  The  Postal  Service  will  not 
compile  a  directory  of  any  kind.  Those 
types  of  mail  are: 

a.  Certified. 

b.  COD 

c.  Foreign  mail,  except  foreign 
circulars.  (Note:  Foreign  mail  bearing 
first-class  postage,  received  in 
quantities,  and  having  the  general 
characteristics  of  circular  mail,  must  not 
be  given  directory  service.) 

d.  Insured. 

.  e.  Mail  from  overseas  Armed  Forces. 
Do  not  return  this  mail  to  sender  until 
every  possible  effort  has  been  made  to 
deliver  it. 

/.  Parcels  of  obvious  value. 

g.  Perishable  matter. 

h.  Registered. 

/.  Special  delivery. 

j.  Special  handling. 

A.  Official  Postal  Service  mail. 

/.  Express  Mail  Next  Day  Service 
(Post  Office  to  Addressee  only). 

159.3  Address  Correction  Service  and 
Return 

.31  Address  Correction  Service 

.311  Availability.  If  mail  is 
undeliverable-as-addressed,  the  mailer 
may  obtain  the  correct  address  of  the 
addressee  or  the  reason  for  nondelivery 
if  the  correct  address  is  not  known  to 
the  Postal  Service  by  requesting  address 
correction  service.  Address  correction 
service  is  provided  automatically  for 
second-class  and  controlled  circulation 
publications.  The  service  is  not 
available  for  first-,  third-,  or  fourth-class 
mail  addressed  for  delivery  to  the 
addressee  by  military  personnel  at  any 
military  installation  including  overseas 
APO’s  and  FPO’s.  Address  correction 
service  is  available  alone  or  in 
combination  with  the  forw'arding  and 
return  services  in  159,2  and  159.33. 

.312  Fee.  The  fee  for  address 
correction  service  is  25  cents  for  each 
address  correction  or  notification  of 
reason  for  nondelivery. 


.313  Endorsement.  To  receive 
address  correction  service  on  first-, 
third-,  and  fourth-class  mail,  the 
endorsement  Address  Correction 
Requested  must  be  shown  on  the  piece. 
The  particular  provisons  governing 
address  correction  for  each  class  of  mail 
are  contained  in  the  appropriate 
chapters  of  this  manual  dealing  with 
each  class  of  mail. 

.32  Registred  and  COD  Mail 

.321  Registered  Mail.  When 
registered  mail  is  imdeliverable-as- 
addressed  and  cannot  be  forwarded,  a 
notice  is  sent  to  the  mailer  on  Form  3858, 
Notice  of  Undeliverable  or  Abandoned 
Mail,  showing  the  reason.  By  completing 
the  form  and  returning  it  immediately  in 
an  envelope  bearing  first-class  postage, 
the  mailer  may  tell  the  postmaster  what 
to  do  with  the  mail.  Mail  will  be 
returned  to  the  mailer  if  there  is  no 
response.  The  postage  charge,  if  any,  for 
returning  the  mail  (but  not  registration 
or  COD  fees),  will  be  collected  from  the 
mailer.  Exception:  When  registered  mail 
is  addressed  to  a  person  who  has  moved 
and  left  no  forwarding  address.  Form 
3858  will  not  be  sent,  and  the  mail  will 
be  returned  immediately  to  the  mailer. 

.322  COD  Mail.  When,  and  only 
when,  the  mailer  specifically  so 
requests.  Form  3849-D,  Notice  to  Sender 
of  Undelivered  COD  Mail,  will  be  sent 
to  the  mailer  in  accordance  with  914.173. 
The  mailer  may  then  designate  a  new 
addressee  or  alter  the  amount  of  COD 
charges  by  submitting  Form  3818, 
Authorization  to  Change  COD  Charges 
or  Addressee.  The  article  will  be 
returned  to  the  mailer  at  the  end  of  the 
holding  period  if  no  response  is 
received.  The  postage  charge,  if  any,  for 
returning  the  mail  (but  not  registration 
or  COD  fees)  will  be  collected  from  the 
mailer.  Exception:  When  COD  mail  is 
addressed  to  a  person  who  has  moved 
and  left  no  forwarding  address.  Form 
3849-D  will  not  be  sent,  and  the  mail 
will  be  returned  immediately  to  the 
mailer. 

.33  Return 

.331  Availability  of  Return  Service. 
Undeliverable-as-addressed  Express 
Mail  and  First-Class  Mail  (except  when 
mailed  at  the  card  rate),  which  cannot 
be  forwarded,  is  returned  to  the  sender 
at  no  additional  charge.  Mail  of  other 
classes  may  be  returned  to  the  sender  if 
it  bears  the  endorsement  Return  Postage 
Guaranteed.  This  service  is  available 
alone  or  in  combination  with  forwarding 
and  address  correction  services.  The 
particular  provisions  governing  return 
for  each  class  of  mail  are  contained  in 
the  appropriate  chapters  of  this  manual 
dealing  with  each  class  of  mail. 


,332  Holding  Period  for  Ordinary 
Mail.  Mail  returnable  under  the 
provisions  in  chapters  3  through  7  is 
handled  as  follows: 

a.  Returned  immediately  if  refused  by 
addressee. 

b.  Returned  immediately  if 
undeliverable  when  specifically 
addressed  to  a  street,  building,  rural  or 
highway  contract  route,  or  post  office 
box;  except  that  when  a  customer  moves 
without  leaving  a  change  of  address,  the 
mail  will  be  held  for  10  days  awaiting  a 
forwarding  order.  (Exception:  See 
153.143.)  If  no  order  is  received  in  that 
time,  the  mail  will  be  handled  as 
undeliverable.  However,  this  does  not 
preclude  compliance  with  sender’s 
request  in  accordance  with  122.32. 

c.  Returned  immediately,  if 
undeliverable,  when  incompletely, 
illegibly,  or  incorrectly  addressed  and 
addressee  is  unknown. 

d.  Retained  in  general  delivery  not  to 
exceed  30  days,  at  request  of  sender,  if 
addressed  in  manner  to  indicate 
addressee  is  expected  to  call  for  mail,  or 
if  addressee  normally  calls  there  for 
mail. 

e.  Retained  as  follows  when  not 
specifically  addressed  or  when  sender 
does  not  specify  a  retention  period: 

(1)  Five  days  if  for  delivery  by  village, 
rural,  or  highway  contract  route  carrier. 

(2)  Ten  days  if  intended  for  general 
delivery  service  at  an  office  having  city 
carrier  service,  except  that  the  mail  may 
be  held  up  to  30  days  if  the  addressee 
has  given  notice  to  the  postmaster  that 
he  will  be  delayed  in  arrival. 

(3)  Fifteen  days  if  intended  for  general 
delivery  service  at  an  office  not  having 
city  carrier  service. 

f.  Perishable  items  not  marked  to 
abandon  that  cannot  be  delivered  before 
spoiling  or  day-old  poultry  that  cannot 
be  delivered  within  60  hours  after 
hatching  are  returned  immediately, 
provided  return  to  sender  can  be  made 
prior  to  spoilage  or  within  the  60  hour 
period. 

g.  Mail  addressed  and  deliverable  to  a 
post  office  box,  except  registered, 
certified,  insured,  COD,  and  perishable, 
will  not  be  returned  until  box  is 
declared  vacant. 

.333  Holding  Period  for  Registered, 
Insured,  COD.  and  Certified  Mail. 
Registered,  insured,  COD,  and  certified 
mail  will  be  handled  as  follows: 

a.  Undelivered  registered,  insured, 
COD,  and  certified  mail  is  retained  for 
not  less  than  3  days,  nor  more  than  the 
periods  speciHed  in  b,  c,  and  d. 

b.  Registered  mail  is  held  up  to  60 
days  if  the  sender  so  requests  by 
endorsement  on  the  mail.  If  the  sender 
names  no  specific  period,  the  mail  will 
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be  held  10  days  before  return. 

Exception:  If  the  postmaster  believes  he 
w  ill  be  able  to  make  delivery  if  the  mail 
is  held  longer  than  10  days,  it  may  be 
held  up  to  60  days  if  written  permission 
is  obtained  from  the  sender. 

c.  Insured  and  certified  mail  is  held  a 
maximum  of  15  days.  It  is  held  a  lesser 
number  of  days  if  the  sender  so 
specifies. 

d.  COD  mail  is  held  a  maximum  of  30 
days.  It  is  held  a  lesser  number  of  days 
if  the  sender  so  specifies. 

.334  Return  of  Registered,  Numbered 
Insured,  and  Certified  Mail.  If  a  return 
receipt  is  attached  to  registered, 
numbered  insured,  or  certified  mail 
w'hich  is  to  be  returned,  the  reason  for 
non-delivery  will  be  indicated  on  the 
return  receipt,  which  will  be  attached  to 
the  article  and  returned  to  the  mailer. 
Registered  mail  is  returned  through  the 
registered  mail  system. 

.335  Holding  Period  for  Special 
Delivery  and  Special  Handling  Mail. 
Special  delivery  and  special  handling 
articles  are  held  for  the  period  specified 
in  159.332  or  159.333,  except  that 
requests  for  immediate  return  of  special 
delivery  mail  will  be  honored. 

159.4  Disposition  of  Articles  Found 
Loose  in  the  Mail. 

.41  IdentiHed  Articles.  Every 
reasonable  effort  will  be  made  to  match 
articles  found  loose  in  the  mail  with  the 
envelope  or  wrapper  from  which  they 
were  lost.  If  the  mailer  or  addressee  can 
be  identified,  the  articles  will  be 
returned  or  forwarded  with  postage 
charged  as  follows: 

a.  Except  as  indicated  in  159.41b,  c,  or 
d,  matter  which  has  become  loose  or 
undeliverable  due  to  damage  during 
handling,  and  which  is  subsequently 
identified  and  returned  or  forwarded  to 
the  mailer  or  addressee,  will  be 
assumed  to  have  been  mailed  with 
postage  prepaid  and  will  be  returned  or 
forwarded  to  the  next  delivery  point 
without  any  additional  postage  charges. 
Any  subsequent  forwarding  or  return, 
will  be  subject  to  postage  charges  at  the 
applicable  rate. 

b.  If  the  article  contains  $10  or  more  in 
money  or  negotiable  or  intangible 
property  susceptible  of  being  converted 
into  cash,  the  item  will  be  registered  and 
the  minimum  registry  fee  charged  as 
postage-due. 

c.  If  it  is  evident  that  postage  has  not 
been  prepaid,  loose  or  undeliverable 
matter  will  be  rated  for  collection  of 
postage  on  delivery  at  the  applicable 
rate. 

d.  Items  such  as  wallets,  bank 
deposits,  or  other  nonmail  matter,  found 
in  collection  boxes  or  other  points 


within  the  jurisdiction  of  the  Postal 
Service,  will  be  returned  at  the 
applicable  single-piece  third-  or  fourth- 
class  rates  in  610  or  710. 

.42  Unidentified  Articles. 

Unidentified  articles  that  have  no  value 
will  be  disposed  of  as  waste.  Those  of 
value  will  be  treated  as  dead  mail. 

Forms,  brochures,  pamphlets, 
merchandise  coupons,  and  similar 
matter  which  have  become  soiled, 
crumpled,  or  mutilated,  must  be 
disposed  of  as  waste,  in  accordance 
with  159.522b. 

.43  Merchandise  Bearing  a 
Controlled  Name.  Loose  merchandise 
bearing  an  exclusively  controlled  trade 
name  may  not  be  released  for  delivery 
or  return  unless  there  is  acceptable 
evidence,  as  prescribed  in  159.44,  that 
the  firm  to  whom  the  merchandise  is  to 
be  delivered  is  the  mailer  or  addressee. 
The  fact  that  an  item  bears  an 
exclusively  controlled  trade  name  does 
not,  by  itself,  establish  a  firm’s  right  as 
the  mailer  or  addressee. 

.44  Return  of  Merchandise. 
Postmasters  and  bulk  mail  center 
managers  must  return  merchandise  to 
the  nearest  retail  store,  mail  order  store, 
or  distribution  center  of  a  firm  if  ALL  of 
the  following  conditions  exist  AND  the 
firm  does  not  object.  Questions 
regarding  return  of  merchandise  under 
this  section  should  be  addressed  to  the 
Office  of  Mail  Classification,  USPS 
Headquarters,  Washington,  D.C.  20260. 
These  conditions  are: 

a.  The  article  must  appear  to  be  new. 

b.  Each  article,  or  bundle  of  articles, 
must  have  an  invoice,  picking  ticket,  or 
other  detachable  identification  on  it. 

The  identification  must  clearly  show  the 
following  information: 

(7)  The  name  of  the  firm. 

(2)  A  catalog,  stock  number,  or  other 
indication  that  the  article  was  taken 
from  the  firm’s  stock. 

(3)  An  order  or  invoice  number,  or 
other  indication  that  the  article  was 
mailed  in  connection  with  a  customer’s 
order. 

159.5  Dead  Mail 

.51  DeHnition 

.511  Dead  mail  is  matter  deposited  in 
the  mail  which  is  or  becomes 
undeliverable  and  which  cannot  be 
returned  to  the  sender  from  the  last 
office  of  address.  Some  reasons  that 
mail  cannot  be  returned  to  the  sender 
include: 

a.  The  material  is  nonmailable: 

b.  The  sender  is  unknown;  or 

c.  The  classification  of  the  mailing 
piece  does  not  entitle  it  to  return 
service. 


.512  Mail  is  declared  dead  at  the  end 
of  the  holding  periods  specified  in 
159.332, 159.333  and  159.335.  Certain 
types  of  dead  mail  are  disposed  of 
locally;  others,  because  of  their 
classification,  are  sent  to  dead  letter  or 
dead  parcel  branches. 

.52  Treatment  at  Local  Postal  Facility 

.521  Opening  and  Examination.  With 
the  exception  of  printed  matter  having, 
on  its  face,  no  obvious  value  (see 
159.23),  third-  and  fourth-class 
undeliverable  mail,  which  cannot  be 
returned  because  of  an  incorrect, 
incomplete,  illegible  or  missing  return 
address  will  be  opened  and  examined  to 
identify  the  sender  or  addressee.  This 
includes  matter  mailed  under  913.122 
(insured  first-class  parcels  containing 
third-  or  fourth-class  enclosures).  All 
Express  Mail  and  First-Class  Mail, 
bearing  no  return  address  or  an 
identical  return  and  delivery  address,  is 
sent  to  a  dead  letter  or  dead  parcel 
branch  for  opening. 

.522  Disposition  of  Undeliverable 
Mail.  Mail  undeliverable  after 
examination,  where  applicable  under 
159.521,  is  disposed  of  as  follows: 

a.  Postal  and  post  cards  or  samples  of 
merchandise  are  destroyed  or  sold 
immediatley. 

b.  Printed  matter,  including  circulars, 
greeting  cards,  newspapers,  magazines, 
and  other  periodicial  publications, 
obviously  without  value,  is  disposed  of 
as  waste  paper  without  examination  of 
contents.  This  mail  will  not  be  torn  or 
mutilated  before  being  consigned  to  the 
general  waste,  except  when  necessary 
to  prevent  improper  use.  Such  matter  as 
redemption  coupons  and  uncanceled 
postage  stamps  must  be  burned  or 
mutilated  to  prevent  improper  use. 
Magazines  shall  not  be  separated  from 
the  general  waste  unless  their  separate 
bulk  sale  by  contract  as  waste  would 
result  in  a  material  advantage  to  the 
Postal  Service  by  reason  of  the  high 
quality  of  the  paper.  Under  no 
circumstances  may  magazines  or  other 
periodical  publications  be  sold  at  a  per 
copy  rate  or  at  auction  by  the  post 
office.  Contracts  negotiated  for  the 
disposal  of  waste  should  contain  a 
provision  prohibiting  resale  by  the 
contractor  of  copies  of  magazines  or 
other  periodical  publications  to  the 
public  for  reading  purposes. 

c.  Domestic  ordinary,  insured,  or  COD 
articles  bearing  sender’s  instructions  to 
abandon  are  disposed  of  immediately 
after  expiration  of  the  periods  stated  in 
159.3 

d.  Third-class  mail  of  no  obvious 
value  (see  690)  and  without  sender’s 
request  for  return  is  disposed  of  as 
waste. 
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e.  Insured  and  COD  articles  bearing 
sender’s  instructions  to  destroy  will  be 
destroyed. 

f.  Packages  containing  medicine, 
perishable  articles,  liquids,  or  other 
articles  likely  to  injure  employees,  or 
damage  equipment  or  other  mail,  or  to 
attract  pests,  must  be  destroyed  as  soon 
as  they  are  known  to  be  undeliverable. 

g.  Letters  from  Canada  or  Mexico  with 
return  addresses  are  returned  to  the 
postmaster  at  the  post  office  of  origin. 

h.  Mail  addressed  to  a  deceased 
person  (see  153). 

/.  Unclaimed  franked  mail  from  a 
Member  of  Congress,  including  that 
addressed  under  provisions  of  122.442. 
and  unclaimed  official  mail,  including 
official  reports  and  bulletins  sent  by 
state  agricultural  colleges  and 
experiment  stations,  is  returned  to  the 
postmaster  at  the  office  of  origin  if  it  is 
known.  If  office  of  origin  is  not  known, 
the  mail  is  sent  to  the  post  office  at 
Washington,  D.C.  Undeliverable  mail 
bearing  return  address  of  the  White 
House,  the  Senate,  or  the  House  of 
Representatives,  with  or  without 
postage  stamps,  is  returned  to  the  post 
office  at  Washington,  D.C. 

/.  Santa  Claus  letters,  with  postage 
fully  prepaid  (or  local  unpaid  or  partly 
paid),  with  no  identification  of  person 
for  whom  they  are  intended,  are  sent  to 
institutions  or  persons  who  may  request 
them  to  use  for  exclusively  philanthropic 
purposes.  If  there  is  no  voluntary 
request,  they  are  sent  to  the  dead  mail 
office. 

k.  An  undeliverable  letter  bearing  the 
return  address  of  a  hotel,  motel,  school, 
college,  or  other  public  institution 
printed  on  the  envelope  as  an 
advertisement  is  sent  to  a  dead  letter 
branch  for  disposition  unless  the  return 
address  also  includes  the  name  or  title 
of  an  individual  or  a  printed  or  written 
request  for  return, 

/.  Undeliverable  and  nonreturnable 
mail  containing  firearms  is  handled  in 
accordance  with  159.555. 

m.  All  third-  and  fourth-class  mail 
having  obvious  value  (see  159.23),  which 
cannot  be  forwarded  or  returned,  and  all 
Express  Mail,  and  First-Class  Mail,  is 
sent  to  a  dead  letter  branch  or  dead 
parcel  branch  for  disposition. 

n.  Coins  will  be  stripped  from 
undeliverable  circulars  and  their  value 
accounted  for  as  Miscellaneous 
Revenue. 

o.  Mail  matter,  which  is  disposed  of  as 
waste,  remains  the  property  of  the 
Postal  Service  until  it  has  been 
physically  removed  from  postal 
premises  by  contractors  or  others 
specifically  authorized  to  efrect  such 
removal. 


.523  Disposal  of  Perishable  Items, 
Drugs,  and  Cosmetics.  Perishable  mail, 
drugs,  and  cosmetics  are  disposed  of  as 
follows: 

a.  Perishable  items.  Undeliverable 
parcels  containing  perishable  items  that 
cannot  be  forwarded  or  returned  before 
spoiling,  and  parcels  of  day-old  poultry 
that  cannot  be  delivered  or  returned 
within  72  hours  after  hatching,  if  salable, 
are  disposed  of  by  the  postmaster 
(through  competitive  bidding)  to  the 
highest  bidder.  The  addressee  and 
postal  employees  may  not  submit  bids 
at  sales  of  perishable  items.  The 
postmaster  will  send  the  proceeds  of  the 
sale,  less  a  commission  of  10  percent 
(but  not  less  than  25  cents),  and  the 
appropriate  money  order  fee  to  the 
mailer,  by  postal  money  order,  with  an 
explanation  of  the  action  taken. 
Perishable  articles  that  cannot  be  sold 
by  competitive  bidding  will  be  delivered 
to  a  local  municipal  authority  for 
distribution  to  hospitals,  asylums,  or 
other  charitable  or  reformatory 
institutions.  If  tliere  is  no  such  municipal 
authority,  the  articles  may  be  delivered 
to  any  charitable  institution  or 
oi^anization,  in  accordance  with 
159.524, 159.525,  and  159.526. 

b.  Drugs.  Packages  undeliverable  to 
either  the  addressee  or  the  sender  that 
contain  drugs  will  be  destroyed.  They 
will  not  be  sold,  donated,  or  retained  as 
dead  parcel  post. 

c.  Cosmetics.  Packages  undeliverable 
to  either  the  addressee  or  the  sender 
that  contain  cosmetics,  such  as  soaps, 
perfumes,  powders,  home  permanent 
waves,  hand  lotions,  hand  creams,  after¬ 
shave  lotions,  and  deodorant  sticks  or 
pastes,  which  bear  no  statements 
claiming  medicinal  properties,  will  be 
treated  as  dead  parcel  post.  Lipsticks 
will  be  destroyed.  If  there  is  any 
question  whether  the  use  of  a  cosmetic 
might,  as  the  result  of  deterioration  or 
for  other  reason,  jeopardize  life  or 
health,  the  article  will  be  destroyed. 

.524  Disposal  to  Institutions — Food. 
Usable  food  items  treated  as  dead  mail 
may  be  donated  to  charitable 
institutions,  or  public  institutions 
supported  in  whole  or  in  part  by 
Federal,  State,  county,  or  municipal 
funds.  These  institutions  include  but  are 
not  limited  to  hospitals,  asylums,  and 
reformatories.  The  following  conditions 
apply: 

a.  “Homemade”  items  must  not  be 
donated  but  must  be  destroyed.  If  any 
doubt  exists  as  to  whether  an  item  is 
“homemade,”  the  item  must  be 
destroyed. 

b.  If  the  local  municipal  welfare 
department  will  assume  responsibility 
for  distribution  of  usable  food  items  to 


eligible  institutions,  this  method  is 
preferred.  Otherwise,  postmasters  shall 
equitably  apportion  the  items  among 
eligible  applicant  institutions. 

c.  The  recipient  must  sign  a  release 
stating  that  the  Postal  Service  is  relieved 
of  all  responsibility  connected  with  the 
food  items  or  their  subsequent  use. 
Releases  must  be  retained  in  post  office 
files. 

d.  No  selection  shall  be  made  by  the 
receiving  institutions  as  to  the  type  or 
quantity  of  food  items  to  be  accepted. 

e.  Food  items  must  be  called  for  as 
soon  as  possible.  Postmasters  may 
deliver  these  items,  but  only  if  unusual 
circumstances  prevail. 

/.  Food  items  that  cannot  be  disposed 
of  by  donation  must  be  destroyed. 

.525  Disposal  to  Institutions — 
Periodical  Publications.  On  request, 
copies  of  undeliverable  newspapers, 
magazines,  and  other  periodical 
publications  may  be  furnished  to 
reformatory  institutions,  hospitals, 
asylums,  and  other  similar  institutions 
which  are  organized  for  charitable 
purposes  or  which  are  supported  in 
whole  or  part  by  Federal,  State,  or 
municipal  funds,  under  the  following 
conditions: 

a.  No  additional  clerical  time  will  be 
used  in  the  post  office  over  that  required 
for  disposal  of  the  copies  as  waste 
material. 

b.  No  selection  will  be  made  by  the 
receiving  institutions  as  to  character, 
quality,  or  type  of  publications  to  be 
furnished. 

c.  The  receiving  institutions  must  call 
for  the  copies  promptly  after  notification 
of  their  availability,  or  on  a  scheduled 
basis. 

d.  The  receiving  institutions  must  be 
informed  that  this  privilege  is  entirely  at 
the  option  of  the  Postal  Service  and  may 
be  curtailed  or  discontinued  at  any  time 
without  notice. 

.526  Disposal  to  Institutions — 
Samples  of  Merchandise.  Undeliverable 
samples  of  merchandise  sent  for 
advertising  purposes,  which  do  not  bear 
the  words  Return  Postage  Guaranteed. 
will  be  disposed  of  as  follows: 

a.  Wrappers  will  be  removed  and 
destroyed  if  that  is  practicable  and  can 
be  accomplished  without  additional 
expense.  Samples  will  be  delivered 
impartially  to  charitable  or  reformatory 
institutions  that  promise  their  free 
distribution. 

b.  Samples  not  suitable  for 
distribution  indicated  in  .526a  will  be 
disposed  of  as  waste,  except  that 
anything  of  sufficient  value  to  warrant 
the  expense  of  transportation  and 
handling  must  be  sent  to  the  proper 
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dead  parcel  post  branch  without  listing 
or  recording. 

c.  Packages  of  foods,  drugs,  and 
cosmetics  must  be  treated  in  accordance 
with  159.523. 

.53  Matter  Sent  to  Dead  Letter  and 
Dead  Parcel  Branches.  Matter  sent  to 
dead  letter  and  dead  parcel  branches 
must  be  handled  according  to  the 
following  general  provisions. 

a.  Mail  is  examined  and  opened  when 
necessary  to  find  the  name  and  address 
of  the  sender  or  addressee. 

b.  A  fee  of  40  cents  is  charged  for 
delivery  to  sender  or  addressee  of  each 
letter  and  first-class  parcel  opened  in 
the  dead  mail  office. 

c.  If  the  sender  or  addressee  cannot  be 
identified,  the  following  retention 
periods  are  observed: 

(1)  Letters  of  domestic  origin  with 
enclosures  of  value,  1  year. 

(2)  Other  letters,  none. 

(3)  Letters  containing  merchandise, 
and  third-  and  fourth-class  mail 
containing  valuables  (including  First- 
Class  Mail  not  in  the  form  of  a  letter, 
addressed  to  another  country),  60  days: 
if  posted  in  violation  of  law  or  treaty,  6 
months. 

d.  Dead  mail  that  cannot  be  delivered 
to  addressee  or  sender’s  destroyed  or 
sold. 

e.  Uncanceled  postage  stamps  or 
stamped  paper,  which  have  been  used 
for  postage,  must  not  be  removed  or 
salvaged  in  any  manner.  Postage  will  be 
canceled  before  any  further  actions  are 
taken. 

f.  The  provisions  for  registered  mail 
are: 

(1)  If  the  address  is  determined,  the 
piece  will  be  reregistered  to  the  rightful 
owner,  and  charged  the  dead-letter  fee 
(see  159.53b)  plus  the  minimum  registry 
fee. 

(2)  The  piece  will  be  registered  when 
forwarded  or  returned. 

.54  Dead  Letter  Branches  and 
Service  Areas 

.541  Dead  Letter  Branches.  Locations 
of  dead  letter  branches  are: 

Atlanta,  GA  30304 
Boston,  MA  02109 
Chicago,  IL  60607 
Cincinnati,  OH  45234 
Dallas,  TX  75221 
Memphis,  TN  38101 
Minneapolis,  MN  55401 
New  York,  NY  10001 
Philadelphia,  PA  19104 
St.  Louis,  MO  63155 
San  Francisco,  CA  94101 
San  Juan,  PR  00936 
Washington,  DC  20013 

.542  Dead  Letter  Service  Areas.  The 
dead  letter  service  areas  are: 


state  or  Territory 

Dead  Letter  Branch 

Alabama . . . 

...  Memphis,  TN  38101 

Alaska . 

...  San  Francisco,  CA  94101 

Arizona . 

„.  San  Francisco,  CA  94101 

Arkansas . . 

...  St  Louis,  MO  63155 

California . 

...  San  Francisco,  CA  94101 

Colorado . . . 

...  San  Francisco,  CA  94101 

Connecticut . 

...  Boston,  MA  02109 

Deiaware . 

...  Philadelphia.  PA  19104 

District  of  Columbia . 

...  Washington,  DC  20013 

Florida . 

...  Atlanta.  GA  30304  ' 

Georgia . 

...  Atlanta,  30304 

Guam . 

....  San  Francisco.  CA  94101 

Hawaii . 

....  San  Francisco,  CA  94101 

Idaho . 

....  San  Francisco,  CA  94101 

Iowa . 

....  St  Louis,  MO  63155 

Kansas . 

....  Wichita,  KS  07202 

Kentucky . 

....  Cincinnati,  OH  45234 

Louisiana . 

....  Dallas.  TX  75221 

Maryland . 

....  Washington,  DC  20013 

Massachusetts . 

....  Boston,  MA  02109 

Michigan  (Lower 

Chicago,  IL  60607 

Peninsula). 

Michigan  (Northern 

Minneapolis,  MN  55401 

Peninsula). 

Missouri . 

.  St  Louis,  MO  63155 

Montana . 

.  San  Francisco,  CA  94101 

Nebraska . 

.  Wichita.  KA  67202 

Nevada . 

.  San  Francisco,  CA  94101 

New  Hampshire . 

.  Boston,  MA  02109 

New  Jersey . 

.....  Philadelphia,  PA  19104 

New  Mexico . 

_  San  Francisco,  CA  94101 

New  York . 

.  New  York,  NY  10001 

North  Carolina . 

.  Atlanta,  GA  30304 

North  Dakota . 

.  Minneapolis,  MN  55401 

Ohio . . . 

_ _  CirKinnati,  OH  45234 

Oklahoma . 

.  Wichrta,  KS  67202 

Oregon . 

.  San  Francisco.  CA  94101 

Pennsylvania . 

.  Philadelphia,  PA  19104 

Puerto  Rico . 

. .  San  Juan,  PR  00902 

Samoa . 

.  San  Francisco,  CA  94101 

South  Carolina . 

.  Atlanta,  GA  30304 

South  Dakota . 

.  Minneapolis,  MN  55401 

Tennessee . . . . 

...„.  Memphis,  TN  38101 

.  Dallas,  TX  75221 

Utah . 

.  San  Francisco.  CA  94101 

Virginia . 

.  Washington,  DC  20013 

Virgin  Islands . 

......  San  Juan,  PR  00902 

Washington . 

.  San  Francisco,  CA  94101 

West  Virginia . 

.  Washington,  (X:  20013 

Wisconsin . . 

......  Minneapolis,  MN  55401 

Wyoming _ .... _ 

_ _  San  Francisco,  CA  94101 

.543  Opening  Letters  in  Dead  Letter 
Branches.  Dead  letters  are  opened  at 
dead  letter  branches  in  an  attempt  to 
determine  the  name  and  address  of  the 
sender  so  that  his  property  may  be 
returned.  Letters  containing  $10  or  more, 
or  enclosures  valued  at  $10  or  more 
must  be  registered  when  returned  or 
forwarded  after  opening  at  a  dead  letter 
branch.  The  minimum  registry  fee  plus 
the  dead  mail  fee  is  charged. 

.544  Dead  Mail  Fee.  The  dead  mail 
fee  of  404  (see  159.53b)  is  charged  on  all 
letters  opened  at  a  dead  letter  branch 
and  returned  to  the  sender  (or 
forwarded  to  the  addressee).  When 
more  than  one  dead  letter  is  returned 
under  one  cover,  the  fee  is  charged  on 
each  individual  piece.  In  addition  to  the 
dead  letter  fee,  ^e  minimum  registry  fee 
will  be  charged  on  letters  dispatched  by 
registered  mail.  Exception:  letters 
orginally  registered  and  sent  to  a  dead 


letter  branch  for  disposition  are 
reregistered  without  charge.  The  total 
amount  due  will  be  shown  on  the  face  of 
the  postage  due  envelope.  Collection 
will  be  made  at  the  post  office  of 
delivery  by  the  use.  of  postage-due 
stamps.  Any  postage  due  before  the 
article  became  dead  will  also  be 
collected. 

.545  Disposition  of  Letters  Deposited 
in  Violation  of  Law. 

a.  Domestic  Lottery  Matter.  Letters  of 
domestic  origin  containing  lottery 
tickets,  chance  books,  etc.,  without 
remittances  will  be  destroyed.  Those 
containing  remittances  of  money,  money 
orders,  checks,  etc.,  will  be  returned  to 
the  sender  with  the  orginal  stubs  of  the 
ticket  sold  so  that  the  sender  may 
refund  the  purchase  price.  Chance  books 
and  tickets  found  in  these  letters  will  be 
destroyed. 

b.  Foreign  Lottery  Matter.  Mail  of 
foreign  origin  containing  lottery  matter 
will  be  disposed  of  in  accordance  with 
the  following:  (1)  Where  the  sender  can 
be  identified  as  the  respondent  in  an 
outstanding  foreign  lottery  order  (see 
revised  Publication  43,  Foreign  False 
Representation  and  Lottery  Mail 
Orders,  and  weekly  Postal  bulletins),  the 
mail  must  be  disposed  of  as  provided  by 
244.4  of  Publication  42,  International 
Mail:  (2)  Where  the  sender  cannot  be  so 
identified,  a  sample  of  the  mailing  will 
be  forwarded  to  the  Consumer 
Protection  Division,  Law  Department, 
USPS  Headquarters,  Washington,  DC 
20260,  for  appropriate  attention  pursuant 
to  39  U.S.C.  3005,  and  additional  pieces 
of  mail  from  the  same  sender  will  be 
withheld  from  delivery  pending 
publication  of  notice  in  the  Postal 
Bulletin  that  a  foreign  lottery  order  has 
been  issued  against  the  sender,  or  the 
receipt  of  other  instructions  from  the 
Law  Department.  Upon  issuance  of  a 
foreign  lottery  order  the  mail  will  be 
disposed  of  as  indicated  in  (1). 

c.  Other  Matter.  In  opening  dead 
letters,  any  matter  under  seal  which  is 
prohibited  in  the  mail  by  law  will  be 
destroyed  if  the  address  of  the  sender  or 
addressee  is  not  known.  Other  contents 
will  be  treated  in  the  regular  manner.  If 
the  address  of  the  sender  (or  addressee) 
is  found,  legitimate  contents  will  be 
returned  to  the  sender  (or  forwarded  to 
the  addressee),  and  the  unlawful  matter 
destroyed. 

.55  Dead  Parcel  Branches 

.551  Establishment 

a.  Policy.  Dead  parcel  branches  are 
established  at  selected  post  offices  to 
serve  post  offices  and  bulk  mail  centers 
(BMC’s)  in  a  designated  area.  There  will 
normally  be  one  dead  parcel  branch  in 
each  BMC  service  area,  but  a  dead 
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parcel  branch  may  serve  more  than  one 
BMC  service  area  as  warranted  by 
volume.  The  BMC  and  all  post  offices  in 
a  BMC  service  area  send  dead  parcels  to 
their  assigned  dead  parcel  branch.  If  a 
post  office  is  re-assigned  to  another  bulk 
mail  service  area,  its  dead  parcel  branch 
assignment  will  also  be  changed. 

b.  Service  Areas 


Bulk  Mail  Canters 

Dead  Parcel  Branch 

Adanta.  GA  30304 

Chicago _ - 

Chicago.  IL  60607 

Onannati.  . . 

Cincinnati,  OH  45234 

Danas . . . 

Fort  Wortti,  TX  76101 

Denver. _ _ _ 

Denver.  CO  80202 

Des  Moines _ 

St.  PauL  MN  55101 

Detroit.  Ml  48233 

Oraensboro _ _ _ 

Greensboro.  NC  27420 

Jacksonville _ 

Jacksonville.  FL  32201 

Kansas  City - -  - 

St.  Louis.  MO  63155 

Los  Angeles . . 

Los  Angeles,  CA  90098 

New  York _ _ _ 

New  York.  NY  10001 

Ptvladelphta . 

Philadelphia,  PA  19104 

Pittsburgh _ — _ 

Pittsburgh.  PA  15219 

St  Lotas - 

St  Louis.  MO  63155 

Minneapolis . - . 

SL  PauL  MN  55101 

San  Francisco. . 

San  Francisco.  CA  94101 

Seattle,  WA  93109 

Boston.  MA  02109 

Washington . . . 

Washington.  DC  20013 

.552  Opening  Parcels.  Dead  parcels 
are  opened  at  dead  parcel  post  branches 
in  an  attempt  to  determine  name  and 
address  of  sender,  so  that  property  may 
be  returned.  Exception:  If  parcels  are 
endorsed  to  show  that  they  are  the 
property  of  the  U.S.  Postal  Service  or 
that  the  sender  has  refused  to  pay 
postage  due  on  return  as  undelivered, 
the  parcels  will  be  considered  as 
property  of  the  U.S.  Postal  Service. 

.553  Treatment  of  Dead  Parceb 

a.  First-Class  Parcels.  First-class 
parcels  will  be  treated  as  dead  letters 
(see  159.54). 

b.  Other  Parcels. 

(1)  Dead  parcels  will  be  returned  to 
the  sender,  or  to  the  addressee  when  the 
opening  of  the  parcel  reveals  the  correct 
name  and  address  of  the  addressee  and 
the  name  and  address  of  the  sender  is 
not  found,  except  when  the  parcel  has 
become  the  property  of  the  U.S.  Postal 
Service.  The  parcel  will  be  rated  for 
collection  of  postage  due  at  the  zone 
rate  from  the  dead  parcel  post  branch 
and  additional  postage  at  the  zone  rate 
from  the  office  of  last  address  to  the 
dead  parcel  post  branch. 

(21  Except  for  books  and  sound 
recordings  (see  159.554)  other  parcels, 
including  ordinary,  insured,  and  COD, 
will  be  prepared  for  disposal  as  soon  as 
received  if  sender  or  addressee  cannot 
be  identified. 

.554  Disposal  of  Books  and  Sound 
Recordings.  Books  and  sound  recordings 
will  be  disposed  of  by  sale  except  for 
those  that  may  be  withheld  from  sale  for 


release  to  a  publisher  or  distributor 
under  the  following  conditions: 

a.  A  publisher  or  distributor  may 
request,  in  the  manner  set  forth  below, 
that  books  and  sound  recordings  bearing 
a  particular  trade  name,  company  name, 
or  other  organizational  identification,  be 
released  to  the  requester,  or  to  the 
requester’s  authorized  representative. 

The  provisions  for  this  request  are: 

(1)  The  requester  must  apply  in 
writing  to  the  postmaster  at  each  dead 
parcel  branch  where  release  of  material 
is  desired. 

(2)  The  request  must  be  in 
quadruplicate. 

(3)  Requesters  must  include  a 
statement  that  they  are  a  publisher  or 
distributor  of  books  or  sound  recordings 
bearing  a  particular  trade  name, 
company  name,  or  other  organizational 
identification. 

(4)  More  than  one  trade  name, 
company  name,  or  other  organizational 
identification  may  be  listed  in  the  same 
request. 

(5)  The  request  must  specify  whether 
the  books  and  sound  recordings  are  to 
be  picked  up  at  the  dead  parcel  branch 
or  whether  delivery  to  another  location 
is  desired.  If  delivery  to  another  location 
is  desired,  the  address  must  be  specified 
and  must  be  one  used  by  the  requester 
as  a  return  address.  A  requester  may 
select  only  one  such  address  for  each 
dead  parcel  branch.  The  specified 
address  may  be  changed  at  any  time  by 
submitting  a  written  request  to  the 
postmaster  at  the  dead  parcel  branch 
office. 

(6)  After  approval,  the  postmaster  will 
retain  the  original  request  and  send  one 
copy  each  to  the  requester,  the 
Inspector-in-Charge  of  the  Division  in 
which  the  installation  is  located,  and  the 
General  Manager,  Special  Services 
Division,  Office  of  Mail  Classification, 
USPS  Headquarters,  Washington,  DC 
20260. 

(7)  An  approved  request  will  remain 
in'effect  until  canceled  in  writing  by 
either  the  requester  or  the  Postal  Service 
(see  159.554j). 

b.  A  book  or  sound  recording  will  be 
sold  at  auction  and  will  not  be  released 
to  the  requester  if,  although  it  bears  an 
applicable  trade  name,  company  name, 
or  other  organizational  identification,  it 
does  not  appear  to  be  new,  or  was 
involved  in  the  settlement  of  a  postal 
indemnity  claim,  or  if  it  is  known  that 
the  requester  was  not  the  mailer  or 
addressee. 

c.  A  request  for  release  of  books  or 
sound  recordings  will  be  granted  except 
w'here  a  v\Titten  protest,  or  a  conflicting 
request  from  another  party,  is  presented 
to  the  postmaster  at  the  dead  parcel 


branch  post  office.  Merchandise 
involved  in  such  a  dispute  will  be  sold 
at  auction  in  the  normal  course  of 
business,  unless  writen  notice  from  both 
parties  advising  of  settlement  of  the 
dispute  is  received  prior  to  the 
prescribed  sale  deadline  (see  159.554g). 
The  postmaster  at  the  dead  parcel 
branch  post  office  will  notify  both 
parties  in  writing  when  such  disputes 
arise  or  are  settled  and  of  the  , 
consequences  to  the  merchandise  in 
such  disputes. 

d.  Upon  approval  of  a  request  under 
159.554a.  dead  parcel  branches  will 
establish  special  separations  or  bins,  for 
separation  of  books  and  sound 
recordings  which  bear  the  specified 
trade  name,  company  name,  or  other 
organizational  identification.  Such 
identification  must  consist  of  a  readily 
identifiable  name  and  be  easily  read. 
Dead  parcel  branches  will  attempt  to 
adhere  to  these  special  separation 
requests  to  the  maximum  extent 
practicable. 

e.  Except  where  delivery  to  another 
location  is  desired  (see  159.554a(5)  and 
.554h),  dead  parcel  branches  will  release 
books  and  sound  recordings  to 
requesters  or  their  authorized 
representatives  at  the  dead  parcel 
branch  at  a  time  and  in  a  manner 
mutually  agreeable  between  the 
requester  and  the  postmaster,  consistent 
with  the  instructions  in  this  section 
(159.554).  such  merchandise  must  be 
picked  up  at  least  once  before  each 
auction,  but  may  be  picked  up  more 
often  by  mutual  agreement  between  the 
postmaster  and  the  requester. 

/.  When  books  and  sound  recordings 
are  to  be  released  at  the  dead  parcel 
branch,  the  following  procedures  apply: 

(1)  Ten  days  before  each  dead  parcel 
auction,  or  more  often,  if  warranted  by 
volume,  the  dead  parcel  branch  will 
send  a  written  notice  to  each  requester 
who  has  specified  release  of  such 
merchandise  at  the  dead  parcel  branch, 
advising  of  the  quantity  of  books  and 
sound  recordings  on  hand.  Merchandise 
which  is  to  be  released  at  the  dead 
parcel  branch  will  not  be  listed  in  the 
sale  catalog. 

(2J  Requesters  or  their  representatives 
may  pick  up  books  and  sound 
recordings  at  the  dead  parcel  branch 
upon  presentation  of  a  letter  from  the 
requester  authorizing  the  Postal  Service 
to  release  such  merchandise  to  the 
bearer.  This  letter  of  authorization  must 
be  executed  in  triplicate.  Upon  release 
of  the  merchandise,  all  copies  of  tlie 
letter  of  authorization  will  be  receipted 
in  bulk  by  the  person  accepting  delivery. 
One  copy  will  be  given  with  the 
merchandise,  one  copy  will  be  mailed 
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directly  to  the  requester,  and  the  original 
will  be  retained  by  the  dead  parcel 
branch. 

g.  Books  and  sound  recordings  must 
be  picked  up  at  the  dead  parcel  branch 
before  the  close  of  the  business  day 
immediately  preceding  the  public 
display  of  auction  sale  merchandise. 
Failure  to  do  so  will  result  in 
cancellation  of  a  request  (see  159.554j]. 

h.  As  to  books  and  sound  recordings, 
which  are  to  be  released  at  another 
location  under  159.554a(5),  dead  parcel 
branches  will  make  up  individual 
packages  for  shipment  to  the  other 
location  desired  by  the  requester,  unless 
hampers  or  other  types  of  containers 
would  be  more  advantageous.  The 
provisions  for  these  individual  packages 
and  containers  are: 

(1)  Individual  Packages.  Individual 
packages  will  be  as  large  as  possible 
subject  to  the  weight  and  size 
limitations  for  fourth-class  mail  in  750. 
Each  package  will  be  prepared  to 
comply  with  the  requirements  of  724.1, 
sent  under  a  penalty  label,  and 
delivered  at  the  destination  as  ordinary 
mail. 

(2)  Containers.  Books  and  sound 
recordings  from  dead  mail  branches 
may  be  delivered  in  hampers,  or  other 
containers,  where  this  means  is  more 
advantageous  than  making  up  individual 
packages,  and  adequate  security  against 
pilferage  can  be  maintained. 

Postmasters  at  dead  parcel  branches 
and  postmasters  at  delivery  offices  may 
coordinate  suitable  arrangements  for 
containment,  tabling,  movement,  and 
security  of  such  merchandise  through 
their  respective  transportation 
management  officers. 

/,  Failure  to  accept  delivery  of  any 
shipment  under  159.554h  will  result  in 
cancellation  of  a  request  (see  159.554]). 

j.  When  a  request  is  canceled  (see 
159.554a (7),  .554g,  and  .5541),  the 
requester  must  be  notified  by  the 
postmaster  in  writing.  A  canceled 
request  may  not  be  renewed  for  six 
months  after  the  date  of  cancellation.  At 
that  time,  an  application  must  be  re¬ 
submitted  in  writing,  as  if  it  were  a  new 
request.  Copies  of  any  cancellation 
notice  must  be  sent  to  the  General 
Manager,  Special  Services  Division, 
Office  of  Mail  Classification,  USPS 
Headquarters,  Washington,  DC  20260. 
Merchandise  on  hand  at  the  time  of  a 
cancellation  will  be  included  in  the  next 
auction. 

.555  Disposal  of  Firearms  and 
Ammunition 

a.  Definition.  The  term  firearms 
means  any  weapon  by  whatever  name 
known,  which  is  designed  to  expel  a 
projectile  or  projectiles  by  the  action  of 
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an  explosive,  and  a  firearm  muffler  or 
firearm  silencer,  or  any  part  or  parts  of 
such  weapon. 

b.  Sale.  Firearms,  other  than  pistols, 
revolvers,  short  barreled  rifles  or  short 
barreled  shotguns,  will  be  sold  only  to 
licensed  firearms  dealers.  When  there  is 
an  accumulation  of  these  items,  local 
firearms  dealers  will  be  notified  of  the 
intended  sale  of  all  items  as  a  single  lot, 
by  sealed  bid.  The  items  will  be 
displayed  and  sold  to  the  dealer  who 
submits  the  highest  bid. 

.556  Disposal  of  Other  Dead  Parcels. 
Dead  parcels  other  than  those  described 
in  159.553, 159.554  and  159.555  are 
disposed  of  by  sale  at  auction.  Auctions 
will  be  held  periodically,  at  least  twice 
each  year,  and  will  be  advertised  to  the 
public.  Information  regarding  the 
conduct  of  auction  sales,  such  as  display 
of  lots,  catalogs,  bidding,  advance 
deposit  accounts  and  other  methods  of 
payment,  and  delivery  of  goods  sold, 
may  be  obtained  from  the  manager  of 
the  dead  parcel  branch  conducting  the 
auction  sale. 

.557  Postal  Employees  Ineligible  to 
Purchase.  Postal  employees  may  not 
purchase  directly  or  indirectly  any  dead 
parcel  post  matter. 

160  Philately 

170  Special  Cancellations 

Chapter  2 — Express  Mail 


Weight  over  12  ourtces  and  not  exceedng— 
pound(s): 

1.0 . $1.71 

1.5  _ 1.86 

2.5  . 2.11 

40 . 2.47 

4.5  . 2.59 

6  . 2.96 

7  . . . . .  3  20 

8  . 3.44 

9  . 3.69 

10  .  393 

12  . "....! . ™~LZ...Z  4.42 

13  . 4.66 

15.. - 5.15 

18 . . . - . .  5.39 

17 . $.63 

20 . 1 . 6J6 

22  . 6.85 

23  . 7.09 

24  . 7.33 


Chapter  3 
First-Class  Mail 

310  Rates  and  Fees  (See  Exhibit  310) 

A.  Single  Letters  (12  oz.  or  less): 

This  applies  to  first-class  letters  which  do  not 


exceed  12  ounces. 

First  oz  or  fraction  of  an  oz . 154 

Each  additional  oz.  or  fraction  of  an 

oz . 134 


Not  Exceeding  (ounces)  Rate 


1  . ^ . .  15« 

2  . 28t 

3  .  4U 

4  54« 

5  67« 

6  804 

7  .  . . .  93« 

8  . . .  $1.06 

9  $1.19 

10  $1.32 

11  $145 

12  . $158 


B.  Cards: 

Postal  cards  are  stamped  cards  sold  by  the 
USPS.  Post  cards  are  sold  commercially  and 
need  to  have  stamps  added.  Rates; 


Postal  cards; 

Single . 104  each 

Double . 104  each  part 


Post  cards: 

* 

Single . 

Double . 104  each  part 

[Reply  part  does  not  have  to  bear  postage 
when  originally  mailed.] 

C.  Presorted  Mail: 

To  mail  at  presort  rate,  the  presort  annual  fee 
of  $30  must  first  be  paid. 

Rates:  The  applicable  first-class  rate,  less  24 
per  piece  for  letters  and  less  14  per  piece  for 
cards. 

D.  Address  Correction  Service  Fee: 

The  fee  for  address  correction  service  is  254 
per  notice  issued. 


$1.81 

$1.88 

$1  97 

$2.06 

$2  25 

1.96 

2.07 

221 

2.34 

2.50 

2.12 

2.27 

2.44 

2.61 

883 

2.27 

2.46 

2.68 

2.89 

3.16 

2.42 

2.65 

2.91 

3.17 

350 

Z58 

2.84 

3.15 

345 

3.83 

2.73 

3.03 

3.38 

3.73 

4  16 

2.89 

3.22 

3.62 

4.01 

4S0 

304 

3.42 

3.85 

4Z9 

4.83 

3.35 

3.80 

4.32 

4.84 

5.50 

366 

4.18 

4.79 

5.40 

6.16 

3.96 

4.56 

5.26 

5.96 

683 

4.27 

4.95 

5.73 

6.51 

7.49 

4.56 

5.33 

820 

7.07 

816 

4.69 

5.71 

6.67 

7.63 

6.83 

5.20 

810 

7.14 

8.18 

849 

5.50 

6.48 

7.61 

6.74 

1016 

5.81 

886 

806 

830 

10.82 

6.12 

7.25 

8.55 

966 

11.49 

6.43 

7.63 

9.02 

10.41 

12.16 

6.74 

8.01 

9.49 

10.97 

*2  82 

7.04 

8.39 

9.96 

11.89 

13.49 

7J5 

8.78 

10.43 

12.08 

14.15 

7.66 

9.16 

10.90 

12.64 

14.82 

7.97 

9.54 

11.37 

13.20 

1849 

6.28 

9.93 

11.84 

13.75 

1815 

858 

10.31 

12.31 

14.31 

16  82 

8.69 

10.69 

12.78 

14.87 

17.48 

Exhibit  310  (p.  1)— Rrst-Class  Rates  and  Fees 
E.  Zone  Rated  (Priority)  Mail  (over  12  oz.) 

Rate 

Local  zones  Zone  4  Zone  5  Zone  6  Zone  7  Zone  8 
1,  2.  and  3 
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Rate 


Local  zones  Zone  4  Zone  5  Zone  6  Zone  7  Zone  8 
1  2.  and  3 


?*>  ,,,  .  . 

7.58 

9.20 

11.06 

13.25 

15.43 

18.15 

.  . 

782 

9.51 

11.46 

13.72 

15.98 

18.82 

806 

9.82 

11.84 

'  14.19 

16.54 

19.48 

.  .  . 

8.30 

10.12 

12.22 

1466 

17.10 

20.15 

?9 .  .  . 

8.55 

10.43 

12.61 

15.13 

17.65 

20.81 

30  ,  .  . 

879 

10.74 

1299 

15.60 

18.21 

21.48 

31 .  . 

9.03 

11.05 

13.37 

16.07 

18.77 

22.15 

. 

9.28 

11.36 

13.76 

16.54 

19.32 

22.61 

33  . 

9.52 

11.66 

14.14 

17.01 

19.88 

23.48 

34 . 

9.76 

11.97 

14.52 

17.48 

20.44 

24.14 

35 . 

10.01 

12.28 

14.91 

17.95 

21.00 

24.81 

36 . 

10.25 

12.59 

15.29 

16.42 

21.55 

25.48 

37„ . 

10.49 

12.90 

15.67 

18.89 

22.11 

26.14 

38 . 

10.73 

13.20 

16.06 

19.36 

22.67 

26.81 

39 . 

10.98 

13.51 

16.44 

19.83 

23.22 

27.47 

40 _ 

11.22 

13.82 

16.82 

20.30 

23.78 

28.14 

41 . 

11.46 

14.13 

17.20 

20.77 

24.34 

28.81 

42 . 

11.71 

14.44 

17.59 

21.24 

24.89 

29.47 

43 . 

11.95 

14.74 

17.97 

21.71 

25.45 

30.14 

44 . 

12.19 

15.05 

18.35 

22.18 

26.01 

30.80 

45 . 

12.44 

15.36 

18.74 

22.85 

26.57 

31.47 

46 . 

1268 

15.67 

19.12 

23.12 

27.12 

32.14 

47 . 

12.92 

15.96 

19.50 

23.59 

27.66 

32.80 

48 . . 

13.18 

16.28 

19.86 

24.06 

26.24 

33.47 

49 . 

13.41 

16.59 

20.27 

24.53 

28.79 

34.13 

50 . . . 

13.65 

16.90 

20.65 

25.00 

29.35 

34.80 

51 . . . 

13.89 

17.21 

21.03 

25.47 

29.91 

35.47 

52 . 

14.14 

17.52 

21.42 

25  94 

30.46 

36.13 

53 . 

14.38 

17.82 

21.80 

26.41 

31.02 

36.80 

54 . 

1462 

18.13 

22.16 

26.88 

31.58 

37.48 

55 . 

14.87 

18.44 

22.57 

27.35 

32.14 

38.13 

56 . 

15.11 

18.75 

22.95 

27.82 

32.69 

38.80 

57 . 

15.35 

19.06 

23.33 

28.29 

33.25 

39.46 

15.59 

19.36 

23.71 

28.76 

•  33.81 

40.13 

59.  . . - . 

15.84 

19.67 

24.10 

29.23 

34.36 

40.79 

16.08 

19.98 

24.48 

29.70 

34.92 

41.46 

61 .  . 

16.32 

20.29 

24.86 

30.17 

35.48 

42.13 

62.  . . 

16.57 

20.60 

25  25 

30.64 

36.03 

42.79 

63.  . . . . . 

16.81 

20.90 

25.63 

31.11 

36.59 

43.46 

64 _ _ 

17.05 

21.21 

26.01 

31.58 

37.15 

44  12 

65 . . . 

17.30 

21.52 

26.40 

32.05 

37.71 

44.79 

86  . 

17.54 

21.83 

26.78 

32.52 

38.26 

45.46 

67.  . 

17.78 

22.14 

27.16 

32.90 

38.82  • 

46.12 

68  . 

18.02 

22.44 

27.54 

33.46 

39.38 

46.79 

69  . 

18.27 

22.75 

27.93 

33.93 

39  93 

47.45 

70 . 

18.51 

23.06 

28.31 

34  40 

40.49 

48.12 

exception:  Parcels  weigtiing  less  than  15  pounds,  measuring  over  84  inches  but  not  exceeding  100  inches  in  length  and 
girth  combirred.  are  chargeable  with  a  minimum  rate  equal  to  that  (or  a  15.pound  parcel  for  the  zone  to  which  addressed. 
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320  Classification 

321  General  Description 

321.1  Matter  Mailable  at  First-Class 
Rates.  All  mailable  matter  (see  123, 124) 
may  be  sent  as  First-Class  Mail,  with  the 
exception  of  the  material  listed  in  324.2. 
In  addition,  the  following  items  may 
only  be  mailed  as  First-Class  Mail  or  as 
Express  Mail: 

a.  Matter  in  writing  or  typewriting. 
Matter  wholly  or  partially  in  writing  or 
typewriting,  “except  authorized 
additions  to  second-,  third-,  and  fourth- 
class  mail  provided  by  425.6,  425.7,  625, 
721.2,  and  723.23  and  written  or 
typewritten  matter  listed  in  724.1  and 
725. 

b.  Matter  closed  against  postal 
inspection 

(7)  First-Class  Mail  is  closed  against 
postal  inspection.  Note:  The  Postal 
Service  may  open  mail  other  than  First- 
Class  Mail  to  ascertain  whether  the 
proper  rate  of  postage  has  been  paid. 


(2)  Material,  which  is  wrapped  or 
packaged  in  such  a  way  that  it  can  not 
be  examined  easily  or  examined  without 
destruction  or  serious  damage,  will  be 
considered  closed  against  postal 
inspection  and  will  be  charged  the 
appropriate  first-class  rate  of  postage. 

c.  Other.  Matter  having  the  character 
of  actual  and  personal  correspondence. 

d.  Bills  and  statements  of  account 

(7)  A  bill  is  a  request  for  payment  of  a 
definite  sum  of  money  claimed  to  be 
owing  by  the  addressee  either  to  the 
sender  or  to  a  third  party.  The  mere 
assertion  of  an  indebtedness  in  a 
definite  sum  combined  with  a  demand 
for  payment  is  sufficient  to  make  the 
message  a  bill. 

(2)  Generally,  a  statement  of  account 
is  the  assertion  of  the  existence  of  a 
debt  in  a  definite  amount  owed  by  the 
addressee  either  to  the  sender  or  to  a 
third  party  but  which  does  not 
necessarily  contain  a  request  or  a 


demand  for  payment.  The  amount  may 
be  immediately  due  or  may  become  due 
after  a  certain  time  or  upon  demand  or 
billing  at  a  later  date. 

(2)  A  bill  or  statement  of  account  must 
present  the  particulars  of  an 
indebtedness  with  sufficient 
definiteness  to  inform  the  debtor  of  the 
amount  he  is  required  to  pay  to  acquit 
himself  of  the  debt.  However,  neither  a 
bill  nor  a  statement  of  account  need 
state  the  precise  amount  if  it  contains 
sufficient  .information  to  enable  the 
debtor  to  determine  the  exact  amount  of 
the  claim  asserted. 

[4]  A  bill  or  statement  of  account  does 
not  lose  that  character  just  because  the 
amount  claimed  is  not  in  fact  owing  or 
may  not  be  legally  collectible. 

321.2  Examples.  Examples  of  material 
which  must  be  mailed  at  Hrst-class  rates 
are: 

a.  Handwritten  or  typewritten  matter, 
including  identical  copies  prepared  by 
automatic  typewriter  and  manifold  or 
carbon  copies  of  such  matter. 
Handwritten  or  typewritten  matter  does 
not  include  matter  produced  by 
computers.  (However,  computer 
prepared  material  is  subject  to  first- 
class  postage  if  it  has  the  character  of 
actual  and  personal  correspondence.) 

b.  Autograph  albums  containing 
writing. 

c.  Notebooks  or  blank  books 
containing  written  or  typewritten  entries 
or  stenographic  or  shorthand  notes. 

d.  Blank  printed  forms  filled  out  in 
writing,  such  as  notices,  certificates,  and 
checks  either  canceled  or  uncanceled. 

e.  Printed  price  lists  containing 
written  figures  changing  individual 
items. 

/.  Printed  cards  or  letters  bearing  a 
written  date,  where  the  date  is  not  the 
date  of  the  card  but  gives  information  as 
to  when  something  will  occur  or  has 
occurred. 

g.  Any  matter  which  contains  the 
endorsement  Post  Card  or  Double  Post 
Card. 

321.3  Air  Transportation  Prohibitions. 
See  324.2  for  a  list  of  items  which  may 
not  be  sent  as  First-Class  Mail  because 
they  cannot  be  safely  carried  by  air. 

322  Postal  and  Post  Cards 

322.1  Postal  Cards.  A  postal  card  is  a 
card  supplied  by  the  Postal  Service  with 
a  postage  stamp  pnnted  or  impressed  on 
it,  for  the  transmission  of  messages.  A 
double  postal  card  consists  of  two 
attached  postal  cards,  one  of  which  may 
be  detached  by  the  receiver  and 
returned  by  mail  as  a  reply.  Each  card 
has  a  printed  or  impressed  postage 
stamp  of  the  hrst-class  card  rate. 
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322.2  Post  Cards.  Post  cards  are 
privately  printed  mailing  cards  for  the 
transmission  of  messages.  A  double  post 
card  consists  of  two  attached  post 
cards,  one  of  which  may  be  detached  by 
the  receiver  and  returned  by  mail  as  a 
reply.  Each  card  is  subject  to  the  first- 
class  card  rate.  However,  postage  need 
not  be  paid  on  the  reply  portion  until  it 
is  detached  and  mailed  as  a  reply.  The 
paper  or  card  stock  used  for  single  and 
double  post  cards  may  be  of  any  light 
color  that  does  not  prevent  legible 
addresses  and  postmarks  from  being 
placed  thereon.  Brilliant  colors  must  not 
be  used.  Single  post  cards  and  each  part 
of  double  post  cards  must  conform  to 
the  following  specifications  to  qualify 
for  mailing  at  the  card  rate: 

a.  Post  cards  may  not  be  smaller  than 
3V2  by  5  inches,  nor  larger  than  the  size 
fixed  by  the  Convention  of  the  Universal 
Postal  Union  in  effect  (currently  4  Vi  by  6 
inches). 

b.  They  must  be  rectangular  in  shape, 
and  of  approximately  the  same  form, 
quality,  and  weight  as  postal  cards. 

c.  A  post  card  must  be  made  of  an 
unfolded  and  uncreased  piece  of  paper 
or  card  stock  of  approximately  the 
quality  and  weight  of  a  postal  card.  The 
thickness  must  be  uniform  and  not  less 
than  0.007  of  an  inch  thick. 

322.3  Restrictions  on  the  Use  of  Double 
and  Single  Postal  and  Post  Cards 

.31  General  Restrictions.  The  users 
of  double  and  single  postal  and  post 
cards  must  comply  with  the  following 
rules: 

o.  Double  cards  must  be  folded  before 
mailing.  The  first  half  must  be  detached 
when  the  reply  half  is  mailed  for  return. 

b.  The  reply  half  on  a  double  card 
must  be  used  for  reply  purposes  only.  It 
must  not  be  used  to  convey  a  message  to 
the  original  addressee  of  the  double 
card  or  to  send  statements  of  account. 

c.  Double  cards  must  be  prepared  so 
that  the  address  on  the  reply  half  is  on 
the  inside  when  the  double  card  is 
mailed. 

d  Plain  stickers,  or  seals,  or  a  single 
wire  stitch  may  be  used  to  fasten  the 
edges  of  double  cards,  provided  they  are 
so  fixed  that  the  inner  folds  of  the  cards 
can  be  readily  examined. 

e.  Enclosures  in  double  cards  are 
prohibited. 

/.  Cards  bearing  attachments  are  not 
mailable  at  the  rates  for  postal  cards  or 
post  cards.  Labels  affixed  by  adhesive 
for  the  purpose  of  showing  the  address 
and  the  return  address  are  permitted. 

g.  The  face  of  the  card  may  be  divided 
by  a  vertical  line,  the  left  portion  to  be 
used  for  the  message  and  the  right 
portion  for  the  address,  postage,  and 


postal  endorsements.  A  space  of  at  least 
2-Va  inches  in  length,  measured  from  the 
right  edge  of  the  card,  must  be  reserved 
for  the  address  (top  to  bottom  inclusive), 
postage,  and  postal  endorsements. 

A.  If  more  than  one-half  of  the  face  of 
the  card  is  used  for  the  message,  the 
card  must  be  prepared  in  accordance 
with  322.32. 

/.  In  addition  to  the  address,  postage, 
and  postal  endorsements,  accounting 
data  and  instructions  to  the  addressee 
may  be  shown  in  the  address  portion  of 
cards.  Accounting  data  and  instructions 
to  the  addressee  in  the  address  portion 
of  cards  must  be  shown  on  or 
surrounded  by  a  shaded  background, 
and  the  cards  must  be  prepared  in 
accordance  with  322.32.  The  area 
reserved  for  the  address  of  cards 
prepared  in  this  manner  must  be 
unshaded  and  at  least  2-Va  inches  long 
and  1  inch  high.  Permit  imprints,  meter 
stamps,  or  postal  endorsements  must  be 
shown  on  an  unshaded  background. 

/  Postal  cards  and  post  cards  which 
have  holes  or  vertical  tearing  guides  are 
mailable  only  if  the  holes  and  tearing 
guides  do  not  result  in  the  elimination  of 
any  letters  or  numbers  in  the  address 
and  the  cards  are  prepared  in 
accordance  with  322.32. 

.32  Cards  Mailed  Under  322.31h,  i,  or 
j.  Postal  cards  and  post  cards,  not 
mailed  as  presorted  First-Class  Mail, 
which  are  mailed  under  322.31h,  i,  or  j, 
must  be  prepared  as  follows: 

o.  The  mailings  must  consist  of  not 
less  than  200  cards  which  are  identical 
as  to  size  and  weight. 

b.  The  addresses  on  the  cards  must 
include  ZIP  Codes. 

c.  Postage  must  be  paid  by  permit 
imprints,  meter  stamps,  or  precanceled 
stamps. 

d  The  mailer  must  separate  the  cards 
to  the  finest  extent  possible  and  sack 
them  in  the  manner  prescribed  by  663. 

322.4  Cards  Other  Than  Postal  and 
Post  Cards.  Matter  which  is  in  the  form 
of  a  single  or  double  card,  but  which 
does  not  conform  to  the  specifications 
for  a  single  or  double  post  card  stated  in 
322.2  may  not  be  mailed  at  the  card  rate. 
Such  nonconforming  matter  is  not 
subject  to  the  rules  and  restrictions  in 
322.3;  it  is  subject  to  postage  at  the 
regular  single  piece  rate  in  Exhibit  310  or 
at  the  applicable  third-class  rate  in  610 
according  to  its  classification  as  first-or 
third-class  matter.  It  must  not  bear  the 
words.  Post  Card  or  Double  Post  Card. 
See  350  for  a  list  of  physical 
characteristics  which  cause  cards  to  be 
nonmailable,  or  subject  to  a  surcharge. 


323  Presorted  First-Class  Mail 

Presorted  First-Class  Mail  is  mail 
presented  in  a  manner  that  preserves 
the  orientation,  facing,  and  ZIP  Code 
sequence  of  the  pieces.  The  presort  rates 
apply  to  each  piece  that  is  part  of  a 
group  of  10  or  more  pieces  sorted  to  the 
same  5-digit  ZIP  Code,  or  of  a  group  of 
50  or  more  pieces  sorted  to  the  same  3- 
digit  ZIP  Code  prefix,  when  they  are 
presented  at  one  post  office  as  part  of  a 
single  mailing  of  not  less  than  500  pieces 
of  First-Class  Mail  of  Identical  size  and 
weight,  each  weighing  12  ounces  or  less. 
All  pieces  must  be  individually 
addressed  and  lower  rated  pieces  must 
be  sorted  to  the  maximum  extent;  i.e.;  all 
5-digit  sorts  in  groups  of  10  or  more  must 
be  exhausted  before  proceeding  to  make 
up  all  3-digit  sorts  in  groups  of  50  or 
more.  Full  first-class  postage  must  be 
paid  on  the  residue  not  sorted  to  groups 
of  5-  or  3-ZIP  Code  digits  as  described 
above.  Cards  subject  to  sortation 
requirements  of  322.32  are  eligible  for 
the  presort  rate  if  they  meet  all 
requirements  for  the  rate. 

324  First-Class  Zone  Rated  (Priority) 
Mail 

324.1  Description.  Zone  rated  (priority) 
mail  consists  of  First-Class  Mail 
weighing  more  than  12  ounces. 

324.2  Acceptable  Articles,  Exceptions 

.21  Air  Transportation  Limitations. 
First-Class  Mail  is  regularly  sent  by  air. 
Therefore,  all  First-Class  Mail  is  subject 
to  the  limitations  which  apply  to  air 
transportation.  Generally,  all  mailable 
matter  may  be  transported  by  aircraft 
except: 

a.  Anything  susceptible  to  damage  or 
which  may  become  harmful  because  of 
changes  in  temperature  or  atmospheric 
pressures  unless  protected  against  the 
effects  of  such  changes; 

b.  Magnetic  Material  having  a  field 
strength  sufficient  to  cause  a  compass 
deviation  at  a  distance  of  15  feet  (4.6 
meters)  or  more  from  any  point  on  the 
package; 

c.  Flammable  liquids  and  solids; 

d.  Radioactive  matter,  and 

e.  Matter  specifically  exluded  from  air 
shipment  by  the  regulations  of  the 
Department  of  Transportation,  49  CFR, 
Parts  100-189;  or  the  applicable 
restricted  articles  tariffs  of  the  air 
carriers. 

.22  Exceptions.  Certain  restricted 
articles  as  described  in  49  CFR,  Parts 
100-189  and  the  restricted  articles  tariffs 
of  the  air  carriers,  may  be  accepted  for 
air  transporation  if  they  are  properly 
packaged.  Such  articles  must  be  labeled 
and  bear  a  shipper’s  certification  in 
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triplicate  as  required  by  49  CFR,  or  must 
be  marked  in  the  manner  prescribed  by 
the  air  transport  restricted  articles  tariff 
(eg.  ORM  Group  A-DR  Y  ICE). 

324.3  Additions  and  Enclosures. 

There  are  no  special  restrictions  with 
respect  to  written  additions  and 
enclosures  in  First-Class  zone  rated 
(priority)  Mail. 

330  Service  Objectives 

331  General 

All  First-Class  Mail  receives  , 

expeditious  handling  and  transportation. 
The  Postal  Service  has  established 
uniform  guidelines  for  distribution  and 
delivery  of  mail.  The  current  service 
objectives  concerning  when  delivery  of 
First-Class  Mail  can  be  expected  are 
shown  in  332.  It  should  be  noted  that 
these  are  objectives  which  the  Postal 
Service  is  striving  to  achieve.  The  Postal 
Service  does  not  guarantee  delivery 
within  the  specified  time. 

332  Specific 

The  followring  delivery  objectives  can 
be  anticipated: 

a.  Overnight  delivery  can  be 
anticipated  between  point  of  mailing 
and  locally  designated  cities  and  SCFs 
for  mail  deposited  up  to  and  including 
5:00  p.m.  collection. 

b.  Delivery  by  2nd  day  can  be 
anticipated  for  locally  designated 
States. 

c.  Delivery  by  3rd  day  can  be 
anticipated  for  remaining  outlying  areas. 

340  Authorizations  and  Permits 

341  Annual  Presort  Fee 

A  first-class  presort  mailing  fee  must 
be  paid  once  each  calendar  year  at  each 
office  of  mailing  by  or  for  any  person 
who  mails  at  the  first-class  presort  rate. 
Any  person  who  engages  a  business 
concem.or  individual  to  mail  for  him 
must  pay  the  fee.  (See  Exhibit  310  for 
fee.) 

342  Other  Permits  Required 

The  presort  mailing  fee  in  Exhibit  310 
is  separate  from  the  fee  that  must  be 
paid  for  an  authorization  to  mail  under 
the  permit  imprint  system  (see  145).  In 
addition,  authorization  must  be  granted, 
but  no  fee  is  required,  for  a  license  to 
mail  using  postage  meters  and  meter 
stamps  (see  144)  and  precanceled 
stamps  (see  143). 

350  Physical  Limitations 

351  Weight  Limits 

Each  piece  may  not  weigh  more  than 
70  pounds.  See  126  for  the  exception  to 
this  limit  for  articles  addressed  to 
certain  APO’s  and  FPO’s. 


352  Size  limits 

352.1  Length  and  Girth 

.11  Maximum  Dimensions.  The 
combined  length  and  girth  of  a  piece 
may  not  exceed  100  inches.  See  126  for 
the  exception  to  this  limit  for  articles 
addressed  to  certain  APO’s  and  FPO’s. 

.12  Measurement  (See  Exhibit  352).  To 
compute  the  size  of  a  parcel: 

a.  Measure  the  longest  side, 

b.  Measure  distance  around  the  parcel 
at  its  thickest  part  (girth),  then 

c.  Add  both  measurements. 

.13  Two  or  More  Packages.  Two  or 
more  packages  may  be  mailed  as  a 
single  parcel  if  they  are  about  the  same 
size  or  shape  or  if  they  are  parts  of  one 
article.  They  must  be  securely  wrapped 
or  fastened  together  and  must  not. 
together,  exceed  the  weight  or  size  limit. 

352.2  Shape,  Ratio,  and  Scaling. 

.21  Standards.  The  following 
minimum  size  standards  apply  to  First- 
Class  Mail: 

a.  All  mailing  pieces  must  be  at  least 
0.007  of  an  inch  thick. 

b.  All  mailing  pieces  which  are  ’A  of 
an  inch  thick  or  less  must  be: 

(1)  rectangular  in  shape. 

(2)  at  least  3V2  inches  high,  and 

(3)  at  least  5  inches  long. 

Note:  First-class  mailing  pieces  which  do 
not  meet  these  minimum  size  standards  are 
prohibited  from  the  mails. 

.22  Recommendations.  To  insure 
prompt  and  efficient  processing  of  First- 
Class  Mail,  it  is  recommended  that  all 
envelopes,  cards  and  self-mailers: 

a.  Have  an  aspect  ratio  of  width 
(height)  to  length  between  1  to  1.3  and  1 
to  2.5  inclusive.  (See  353  for 
nonstandard  mail  surcharge.) 

b.  Be  sealed  or  secured  on  all  four  " 
edges  so  that  they  can  be  handled  by 
machines. 

BILUNG  CODE  7710-12-M 
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Exhibit  352— How  to  Measure  a  Parcel 
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353  Nonstandard  First-Class  Mail 

353.1  Size  Limits.  First-Class  Mail 
weighing  one  ounce  or  less  is 
nonstandard  if  it  exceeds  any  of  the 
following  size  limits: 

a.  Its  length  exceeds  11  *.4  inches,  or 

b.  Its  height  exceeds  6  Vs  inches,  or 

c.  Its  thickness  exceeds  Vi  of  an  inch, 
or 

d.  Its  aspect  ratio  (length  divided  by 
height]  does  not  fall  between  1  to  1.3 
and  1  to  2.5  inclusive. 

353.2  Delays.  Nonstandard  mail  often 
results  in  delays  or  damage  to  mail 
because  it  does  not  lend  itself  to 
machine  processing.  For  this  reason, 
mailers  are  encouraged  to  avoid  mailing 
nonstandard  First-Class  Mail. 

353.3  Surcharge.  A  surcharge  of  7 
(seven)  cents  is  assessed  on  each  piece 
of  nonstandard  First-Class  Mail. 

360  Preparation  Requirements 

361  General  Requirements 

The  general  procedures  for  addressing 
are  contained  in  122.  In  addition,  presort 
and  zone  rated  (priority)  First-Class 
Mail  have  special  addressing,  marking, 
and  sorting  requirements. 

362  Preparation  of  Presort  Mail 

362.1  Addresses.  The  address  on  each 
piece  must  include  the  ZIP  Code  (or 
carrier  route  code  if  presorted  directly  to 
carriers). 

362.2  Markings  Required.  Identifying 
words  PRESOR  TED  FIRST-CLASS  must 
be  incorporated  as  part  of  the  permit 
imprint  or  be  printed  or  rubber  stamped 
by  the  mailer  on  each  piece  above  the 
address  and  immediately  below  or  to 
the  left  of  the  meter  stamps  or  permit 
imprints.  The  marking  may  be  printed 
by  a  postage  meter,  special  slug,  or  ad 
plate.  All  pieces  in  the  mailing  including 
residual  pieces  not  qualifying  for  the 
lower  presort  rate  must  be  so  marked. 

362.3  Mailing  Statement.  Mailers  who 
qualify  for  the  first-class  presort  rate 
(see  323)  must  complete  and  submit  one 
of  the  following  mailing  statements 
(signed  by  the  mailer  or  an  authorized 
agent)  with  each  mailing. 

a.  Form  3602,  Statement  of  Mailing 
With  Permit  Imprints,  for  mail  with 
permit  imprints.  If  editions  of  the  form 
earlier  than  December  1975  are  used, 
two  forms  must  be  used:  one  for  those 
qualifying  for  the  lower  presort  rate,  and 
one  for  those  which  do  not.  The  form  for 
those  qualifying  for  the  lower  presort 
rate  must  be  marked  PRESORT  RATE 
across  the  top  of  the  form,  and  should 
only  list  the  items  which  qualify  for  the 
lower  presort  rate.  The  form  for  the 
nonqualifying  pieces  must  be  marked 
Presort  Residual  across  the  top  of  the 


form  and  should  only  list  the  items 
which  do  not  qualify  for  the  lower 
presort  rate. 

b.  Form  3602-PC,  Statement  of 
Mailing-Bulk  Rates,  for  mail  bearing 
meter  stamps.  The  blocks  for  weight  of  a 
single  piece,  number  of  pieces  in  a 
pound,  and  postage  chargeable  per  piece 
need  not  be  completed  on  Forms  3602- 
PC  for  presorted  First-Class  Mail,  If 
editions  of  the  form  earlier  than  May 
1976  are  used,  two  forms  must  be  used: 
one  for  those  qualifying  for  the  lower 
presort  rate,  and  one  for  those  which  do 
not.  The  form  for  those  qualifying  for  the 
lower  presort  rate  must  be  marked 
PRESORT  RATE  across  the  top  of  the 
form,  and  should  only  list  the  items 
which  qualify  for  the  lower  presort  rate. 
The  form  for  the  non-qualifying  pieces 
must  be  marked  Presort  Residual  across 
the  top  of  the  form  and  should  only  list 
the  items  which  do  not  qualify  for  the 
lower  presort  rate. 


.41  Packages.  When  there  are  10  or 
more  pieces  to  the  same  5-digit  ZIP  Code 
destination  described  in  362.451  and/or 
50  or  more  pieces  to  the  same  3-digit  ZIP 
Code  prefix  destinations  described  in 
362.452  and  362.453,  they  must  be 
secured  together  as  a  package  by  the 
mailer.  Rubber  bands  are  the  only 
acceptable  means  of  securing  packages 
in  trayed  mail. 

.42  Rubber  Bands.  Rubber  bands  will 
be  provided  by  the  Postal  Service  and 
must  be  used  by  mailers  to  secure 
packages  of  bulk  mail  under  the 
following  conditions: 

a.  Packages  of  letter  size  pieces,  as 
described  in  128.2  are  to  be  secured  with 
rubber  bands. 

b.  Packages  should  not  exceed 
approximately  4  inches  in  thickness. 

c.  Packages  up  to  one  inch  in 
thickness  shall  be  secured  with  one 
rubber  band  around  the  girth.  Packages 
between  one  and  four  inches  in 
thickness  shall  be  secured  with  two 
rubber  bands,  the  first  around  the  length 
and  the  second  around  the  girth. 

,43  Labeling  of  Packages.  Package 
labels  must  be  used  to  identify  the 
makeup  of  presorted  bundles  of  mail: 

a.  Place  coded  pressure  sensitive 
labels  in  the  lower  left  corner  on  the 
address  side  of  the  top  piece  in  the 
package. 

b.  Do  not  date  package  labels. 

.44  Traying  and  Pouching 

.441  Traying.  Packages  are  to  be 
made  up  into  trays  in  accordance  with 
362.45.  Two-letter  state  abbreviations 
are  to  be  used  on  labels. 


.442  Pouching.  Instead  of  traying, 
postmasters  may  authorize  pouching  or 
other  suitable  containerization  of 
presorted  mail  when  mutually  beneficial 
to  the  mailer  and  the  Postal  Service  and 
when  the  integrity  of  the  presort  can  be 
maintained.  Pouches  must  be  made  up  in 
accordance  with  the  procedures 
prescribed  for  trays  in  362.45  and  with 
the  prescribed  pouch  tags.  Packages 
must  be  pouched  by  the  mailer  when 
there  are  enough  for  the  same 
destination  to  fill  approximately  one- 
third  of  a  pouch.  The  total  weight  of 
pieces  placed  in  one  pouch  must  not 
exceed  50  pounds.  The  residual  must  be 
clearly  segregated  from  the  lower  rated 
presorted  mail. 

.45  Sortation 

.451  5-Digit  ZIP  Code  Delivery  Unit 
Packages  and  Trays 

a.  Packages.  When  there  are  10  or 
more  pieces,  but  less  than  a  full  tray, 
addressed  to  the  same  5-digit  ZIP  Code 
delivery  unit,  they  must  be  prepared,  by 
the  mailer,  in  packages  of  10  or  more 
pieces  not  more  than  4  inches  in 
thickness.  The  pieces  in  the  packages 
must  be  faced  in  the  same  direction  and 
secured  with  one  or  two  rubber  bands 
around  each  package  as  provided  by 
362.42.  Red  label  D  must  be  affixed  to 
the  lower  left  corner  on  the  address  side 
of  the  top  piece  in  each  package. 

b.  Trays.  When  there  is  enough  mail 
for  the  same  5-digit  ZIP  Code  delivery 
unit  to  fill  a  tray  (approximately  500 
pieces),  a  direct  5-digit  tray  must  be 
prepared.  Mail  left  over  after  filling 
direct  trays  must  be  bundled  and  placed 
in  the  appropriate  city  or  SCF  mail  tray 
w'ith  the  same  first  three  digits.  A  pouch 
label  must  be  firmly  affixed  to  the  end  of 
the  tray.  Direct  5-digit  trays  or 
containers  must  be  labeled  in  the 
following  manner: 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

PHILADELPHIA  PA  19118 
FCM  PRESORTED 
FR  JC  COMPANY  BOSTON  MA 
.452  City  Packages  and  Trays 
a.  Packages.  When  there  are  50  or 
more  pieces,  but  less  than  a  full  tray, 
remaining  for  a  city  with  a  unique  3-digit 
ZIP  Code  prefix  after  the  5-digit  ZIP 
Code  delivery  unit  packages  required  by 
362.451a  have  been  prepared,  they  must 
be  made  up  as  city  packages  and  must 
be  secured  with  one  or  two  rubber 
bands  as  provided  by  362.42.  Cities  with 
unique  3-digit  ZIP  Code  prefixes  are 
listed  in  upper  case  letters  in  the  listing 
of  ZIP  Code  Prefixes  contained  in 
Publication  65,  National  Post  Office  and 


362.4  Sorting  Requirements  (See 
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ZIP  Code  Directory.  Yellow  label  C 
must  be  affixed  in  the  lower  left  corner 
on  the  address  side  of  the  top  piece  of 
each  package. 

b.  Trays.  City  mail  plus  any  packages 
for  5-digit  ZIP  Code  delivery  units 
within  those  cities  not  trayed,  as 
provided  for  by  362.451b,  must  be 
prepared  in  city  trays.  A  mixed  city 
pouch  label  must  be  firmly  affixed  to  the 
end  of  each  tray.  City  trays  must  be 
labeled  in  the  following  manner: 

Line  1:  City,  State,  3-Digit  Destination 
Line  2:  Class,  Contents 
Line  3;  Mailer,  Mailer  Location 
Sample: 

PHILADELPHIA  PA  191 

FCM  PRESORTED 

FR  Q  MAILERS  BALTO  MD 

Mail  left  over  after  filling  trays  must  be 

bundled  in  the  packages  and  placed  in 

an  SCF  tray. 

.453  Sectional  Center  Facility  (SCF) 
Packages  and  Trays 

a.  Packages.  When  there  are  50  or 
more  pieces,  but  less  than  a  full  tray, 
remaining  for  the  same  3-digit  ZIP  Code 
prefix  after  the  packages  required  by 
362.451a  and  362.452a  have  been 
prepared,  they  must  be  bundled  as  SCF 
packages  to  that  3-digit  ZIP  Code  prefix. 
The  pieces  in  the  packages  must  be 
faced  in  the  same  direction  and  secured 
with  one  or  two  rubber  bands  as 
provided  by  362.42.  Green  label  3  must 
be  affixed  in  the  lower  left  corner  on  the 
address  side  of  the  top  piece  in  each 
package. 

b.  Trays.  SCF  Packages  plus  any  5- 
digit  and  city  packages  not  trayed,  as 
provided  for  by  362.451b  and  362.452b, 
and  which  are  destined  for  the  same 
SCF  must  be  prepared  in  SCF  trays.  An 
SCF  pouch  label  must  be  firmly  affixed 
to  the  end  of  each  tray.  SCF  trays  must 
be  labeled  in  the  following  manner: 

Line  1:  SCF,  State,  SCF  Code 
Line  2:  Class.  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

SCF  PHILADELPHIA  PA  190 
FCM  PRESORTED 
FR  Q  MAILERS  BALTO  MD 
Presorted  mail  left  over  after  filling  SCF 
trays  must  be  bundled  into  packages.  It 
is  recommended,  but  not  required,  that 
these  be  placed  in  state  trays.  If  state 
trays  are  not  prepared,  bundles  must  be 
placed  in  mixed  states  trays. 

.454  State  Trays.  It  is  recommended, 
but  not  required,  that  packages 
remaining  after  traying,  in  accordance 
with  362.451b.  362.452b.  and  362.453b.  be 
sorted  to  States,  and  placed  in  state 
trays  (see  Exhibit  362.4).  A  state  pouch 
label  in  the  format  below  must  be  firmly 
affixed  to  the  end  of  the  tray,  except  for 


trays  for  the  State  of  mailing.  State  trays 
for  the  State  of  mailing  must  not  be 
labeled. 

Line  1:  State  Distribution  Center,  Code 
Line  2:  State,  Class,  Contents 
Line  3:  Mailer.  Mailer  Location 
Sample: 

DIS  CHICAGO  IL  606 
IL  FCM  PRESORTED 
FR  Q  MAILERS  BALTO  MD 
.455  Mixed  States  Trays.  Packages 
remaining  after  traying  in  accordance 
with  362.451b.  362.452b.  362.453b  and 
362.454,  must  be  prepared  in  mixed 
states  trays.  A  mixed  states  pouch  label 
in  the  following  format  must  be  firmly 
affixed  to  the  end  of  the  tray: 

Line  1:  State  Distribution  Center,  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

DIS  CHICAGO  IL  606 
MIXED  STATES  FCM  PRESORTED 
FR  Q  MAILERS  B.^LTO  MD 
.456  Residual  Mail 
o.  Pieces  remaining  after  packages 
and  trays  have  been  prepared  in 
accordance  with  362.451  through  362.455 
and  Exhibit  362.4  are  residual  mail  and 
are  ineligible  for  the  lower  presort  rate. 
The  mailer  must  face  and  segregate 
residual  pieces  from  the  lower  rate 
pieces  by  any  of  the  following  methods: 

(1)  Sequenced  by  5-digit  ZIP  Codes. 

[2]  Sequenced  by  3-digit  ZIP  Code 
prefixes. 

(5)  Separated  by  States. 

[4]  Separated  by  In-State,  and  Out-of- 
State. 

Note:  The  mailer  may  choose  which 
method  to  use. 

b.  Residual  mail  must  be  presented 
together  with  the  lower  rated  portion  of 
a  mailing,  but  must  be  clearly 
segregated  therefrom  to  facilitate 
verification  of  the  quantities  of  both  the 
lower  rated  and  residual  pieces. 

c.  In  order  to  speed  processing  of  the 
mail,  it  is  recommended,  but  not 
required,  that  the  mailer  sort  residual 
pieces  into  ZIP  Code  sequence  or 
prepare  state  packages  when  there  are 
10  or  more  pieces  to  the  same  State. 
Appropriate  facing  slips  or  labels  must 
be  used.  Orange  label  S  must  be  affixed 
to  the  lower  left  corner  of  the  address 
side  of  the  top  piece  in  each  state 
package.  Trays  of  residual  mail 
prepared  in  ZIP  Code  sequence  are  not 
to  bear  a  pouch  label.  Trays  of  residual 
mail  made  up  for  States  other  than  the 
State  of  mailing  must  have  a  state  pouch 
label  in  the  following  format  securely 
affixed: 

Line  1:  State  Distribution  Center: 

Code; 

Line  2:  State,  Class,  Contents; 


Line  3:  Mailer,  Mailer  Location. 

Sample: 

DIS  CHICAGO  IL  606 
IL  FCM  PRESORTED 
FR  RECORD  BOSTON  MA 

d.  If  residual  pieces  have  metered  or 
precanceled  postage  affixed  at  the  lower 
presort  rate  in  accordance  with  382.3, 
these  residual  pieces  must  be  presented 
in  groups  of  100  pieces.  Grouping  may 
be  accomplished  by  means  of  tabs, 
separator  cards,  or  any  other  means 
acceptable  to  the  postmaster.  Any  group 
of  less  than  100  such  pieces  must  be 
identified  and  have  the  actual  piece 
count  shown. 

.457  Exceptions  to  Bundling 

a.  The  bundling  requirements  for 
presorted  mail  left  over  after  filling  full 
trays  described  in  362.451  through 
362.455  may  be  waived  when  the  use  of 
separating  tabs  is  approved  by  the  local 
postmaster. 

b.  The  local  postmaster  may  also 
waive  the  bundling  requirements  for 
loose-packed  presorted  flat  size  mail  as 
described  in  128.3,  sorted  to  one  5-digit 
ZIP  Code  destination,  when  there  is 
enough  quantity  to  fill  a  No.  3  sack. 

362.5  Presort  Verification 

.51  Where  Verified 

.511  Accepting  Post  Office.  Presorted 
first-class  mailings  will  be  verified  at  the 
post  office  of  acceptance  to  establish 
that  each  mailing  made  at  the  presort 
rate  is  properly  made  up  and  presorted 
and  qualifies  for  the  presort  rate. 

.512  Collected  at  Customer’s  Facility. 
All  presorted  First-Class  Mail  collected 
at  the  customer’s  facility  will  be  verified 
at  a  post  office  acceptance  unit  unless 
the  mailing  is  made  under  an  optional 
procedure  or  complete  acceptance  and 
verification  is  accomplished  at  the 
customer’s  facility.  If  a  presorted  first- 
class  mailing,  which  has  been  collected 
at  the  customer’s  facility  and  brought  to 
the  appropriate  acceptance  unit,  is 
found  not  to  qualify  due  to  makeup 
irregularities,  improper  postage,  or  other 
reason,  the  mailer  must  come  to  the 
acceptance  unit  to  resolve  the 
discrepancies. 

.52  When  a  Presort  Mailing  Is 
Disqualified 

.521  Options.  When  a  presort  mailing 
is  disqualified,  the  mailer  has  the  option 
of  taking  corrective  action  or  paying  the 
full  regular  single  piece  rate.  When 
necessary,  the  return  of  such  mailings  to 
the  customer’s  plant  is  the  responsibility 
of  the  mailer.  Discrepancies  are  to  be 
corrected  or  the  full  first-class  postage 
rate  is  to  be  paid  before  the  mailing  will 
be  accepted. 
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.522  Correcting  Presort  Problems. 
Mailers  who  elect  to  correct  presort 
problems  that  result  in  disqualification 
of  the  mailing  will  generally  be  unable 
to  return  metered  mail  to  the  acceptance 
unit  on  the  same  day  originally 
presented.  The  date  in  the  meter  stamp 
or  precancel  postmark  will  thus  reflect 
an  incorrect  mailing  date.  If  the  mailing 
is  presented  on  the  day  immediately 
following  its  initial  presentation  and  if  it 
then  meets  all  other  acceptance 
requirements,  the  mailing  will  be 
accepted  on  a  one-time  only  basis  when; 

a.  Its  initial  presort  deficiencies 
resulted  from  mailing  equipment 
problems  beyond  the  mailer’s  control,  or 

b.  It  is  the  customer’s  first  mailing  at 
the  presort  rate  and  the  improper  presort 
resulted  from  misinformation  or 
misunderstanding  of  the  presort 
requirements. 

.523  Paying  Single-Piece  Rate. 
Mailers  who  elect  to  pay  the  single  piece 
first-class  rate  instead  of  correcting  the 
disqualification  must  pay  postage  in  the 
following  manner: 

a.  Metered  Mail.  Mailers  of 
unqualified  metered  mailings  must  pay 
the  difference  in  cash  at  the  window 
and  present  their  copy  of  the  cash 
receipt  at  the  acceptance  point  before 
the  mail  can  be  released  for  processing. 

b.  Permit  Imprint.  Mailers  must 
correct  Form  3602,  Statement  of  Mailing 
With  Permit  Imprints,  or  Form  3602-PC, 
Statement  of  Mailing-Bulk  Rates,  for 
unqualified  mailings  to  indicate  that 
postage  is  to  be  paid  at  regular  single 
piece  or  card  rates.  All  other  provisions 
of  145  are  applicable  to  such  mailings. 

363  First-Class  Zone  Rated  (Priority) 
Mail;  Marking  and  Sealing 

363.1  Marking.  The  word  Priority  must 
be  placed  prominently  on  the  address 
side  of  flat  mail  preferably  below  the 
stamps  and  above  the  address,  and  on 
the  top,  bottom,  and  sides  of  parcels. 

The  return  address  of  the  sender  must 
be  shown  on  the  address  side  of  each 
parcel  mailed  at  zone  rates  of  postage. 

BILUNG  CODE  7710-12-M 


Exhibit  362.4 
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363.2  Sealing.  First-Class  zone  rated 
(priority)  Mail  may  be  sealed  or  left 
unsealed  without  affecting  the  rate  of 
postage  paid. 

370  Mailing 

371  Regular  Single  Piece  and  Card 
Rates 

Matter  mailed  at  the  regular  single 
piece  rate  or  card  rate  may  be  deposited 
in  any  street  collection  box,  mail  chute, 
receiving  box,  cooperative  mailing  rack, 
or  other  place  where  mail  is  accepted. 
However,  mail  which  has  postage  paid 
by  means  of  permit  imprint  may  only  be 
deposited  where  authorized  by  145. 

372  Presort  Rates 

372.1  Matter  mailed  at  the  presort  rates 
must  be  deposited  at  locations  and 
times  designated  by  the  postmaster. 
Deposit  of  metered  mail  at  other  than 
those  locations  is  considered  basis  for 
revocation  of  postage  meter  licenses  in 
accordance  with  144.23.  The  Postal 
Service  may  collect  presorted  First- 
Class  Mail  at  the  customer’s  facility 
when  one  of  the  following  conditions  is 
met: 

a.  Acceptance  and  verification  are 
accomplished  at  the  customer's  facility. 

b.  Postage  is  paid  under  an  optional 
procedure. 

c.  Postage  is  paid  by  meter  strips. 

d.  Postage  is  paid  by  precanceled 
stamps. 

NOTE:  Presort  mailings  paid  by  permit 
imprint,  and  not  covered  by  optional 
procedures,  are  not  to  be  collected  from 
the  customer’s  facility. 

372.2  In  addition  to  the  above 
requirements,  the  collection  of  presorted 
First-Class  Mail  must  be  part  of  an 
approved  collection  service  for  other 
classes  of  mail  and  space  must  be 
available  on  the  transportation  required 
for  those  classes^  Separate  or  additional 
collection  service  fpr  presorted  First- 
Class  Mail  will  not  be  established. 

373  First-Class  Zone  Rated  (Priority) 
Mail 

First-Class  zone  rated  (priority)  Mail 
must  be  deposited  at  a  post  office, 
branch,  or  station,  or  handed  to  a  rural 
or  highway  contract  route  carrier. 

380  Payment  of  Postage 

381  Single  Piece  Rates  (See  Exhibit 
310) 

381.1  Method  of  Payment.  Mailers  of 
first-class  matter  at  regular  single  piece 
and  card  rates  may  pay  postage  by 
adhesive  stamps,  stamped  envelopes 
and  postal  cards,  meter  stamps,  and 
permit  imprints. 


381.2  Payment  According  to  Weight. 
Postage  must  be  paid  at  first-class  rates 
on  each  piece  of  First-Class  Mail 
according  to  its  weight. 

381.3  Aggregation  of  Letters 

.31  More  Than  One  Mailer.  First- 
class  postage  must  be  paid  on  each 
individual  letter  when  two  or  more 
individuals  or  organizations,  or  a  party 
acting  as  the  agent  of  two  or  more 
individuals  or  organizations,  mail  in  one 
envelope,  the  bills,  statements  of 
account,  or  other  letters  of  the 
individuals  or  organizations,  to  a  mutual 
addressee.  In  addition,  the  address  side 
of  the  envelope  must  be  endorsed  to 
show  the  number  and  weight  of  the 
enclosed  letters  from  each  sender. 
Organizations  that  are  separate  legal 
entities  or  which  otherwise  constitute 
separate  enterprises  are  treated  as 
separate  “individuals  or  organizations’’ 
for  purposes  of  this  section,  even  if  they 
are  affiliated  in  some  manner.  These 
requirements  apply  even  if  the  senders 
turn  their  letters  over  to  someone  else 
for  the  purpose  of  mailing  them  to  the 
mutual  addressee. 

.32  More  Than  One  Letter.  An 
individual  or  organization  may  mail  in 
one  envelope  more  than  one  of  its  own 
letters  and  pay  postage  at  the  first-class 
rate  on  the  weight  of  the  piece  if:  (a)  the 
letters  are  for  persons  who  reside  at  the 
same  residence,  or  who  work  for  the 
same  organization,  located  at  the 
address  shown  on  the  envelope 
(provided  the  letters  relate  to  the 
business  of  such  organization);  or  (b)  the 
letters  are  sent  to  a  party  who  turns 
them  over  to  other  persons  as  part  of  a 
minor  service  provided  in  addition  to  a 
substantial  and  independent  sales, 
service,  or  other  business  function  he 
performs  for  such  persons.  Agents  of  a 
licensing  authority  may  forward 
completed  applications  in  one  envelope 
to  an  office  of  the  licensing  authority 
and  pay  postage  at  the  first-class  rate  on 
the  weight  of  the  piece. 

382  Presort  Rates  (See  Exhibit  310) 

382.1  Method  of  Payment.  Postage  on 
mailings  made  at  presort  rates  must  be 
paid  by  meter  stamps,  permit  imprints, 
or  precanceled  postage.  Mailings  of 
nonidentical  weight  may  only  have 
postage  paid  by  the  permit  imprint 
under  the  provisions  of  145.8  or  145.9. 

382.2  Exact  Postage  on  Each  Piece. 
When  precanceled  postage  or  meter 
stamps  are  used,  pieces  must  bear 
postage  at  the  first-class  presort  rate  on 
qualifying  pieces,  and  at  the  full  first- 
class  rate  on  non-qualifying  pieces 
except  as  provided  in  382.3. 


382.3  Presort  Rate  Postage  on  Residual 
Pieces 

.31  Identical  Pieces.  For  mailings 
paid  by  meter  stamps  or  precanceled 
postage,  the  entire  presorted  mailing 
may  have  postage  affixed  at  the  lower 
presort  rate  if  the  mailing  consists  of 
pieces  of  identical  size  and  weight. 

.32  Nonidentical  Pieces 

.321  Letter  Size  Pieces.  For  mailings 
of  letter  size  pieces  which  bear  meter 
stamps  or  precanceled  postage  and 
weigh  no  more  than  3  ounces,  the  entire 
presorted  mailing  may  bear  postage 
affixed  at  the  lower  presort  rate  if  the 
residual  portion  is  presented  in  groups 
of  100  pieces. 

.322  Grouping.  Grouping  may  be 
accomplished  with  the  use  of  index  tabs, 
separator  cards,  or  any  other  means 
acceptable  to  the  postmaster.  Any  group 
of  less  than  100  pieces  is  to  be  identified 
and  the  actual  piece  count  is  to  be 
shown  in  a  way  which  will  facilitate 
verificationj  Nonidentical-weight 
residual  pieces  bearing  postage  at  the 
lower  presort  rate  shall  not  exceed  10 
percent  of  the  total  volume  of  the 
mailing. 

.33  Payment  of  Additional  Postage. 
The  additional  postage  for  residual 
pieces,  whether  identical  or 
nonidentical,  must  be  paid  by  means  of 
meter  strips  affixed  to  the  back  of  Form 
3602-PC,  Statement  of  Mailing-Bulk 
Rates. 

383  First-Class  Zone  Rated  (Priority) 
Rates  (See  Exhibit  310) 

Mailers  of  First-Class  zone  rated 
(priority)  Mail  may  pay  postage  by 
adhesive  stamps,  meter  stamps  (see  144) 
or  permit  imprint  (see  145). 

390  Ancillary  Services 

391  Forwarding 

391.1  Pieces  Weighing  12  Ounces  or 
Less.  Pieces  mailed  at  the  regular  single 
piece  rate,  card  rate,  or  presort  rate  are 
forwarded  free. 

391.2  Pieces  Weighing  Over  12  Ounces. 
Pieces  mailed  at  the  First-Class  zone 
rated  (priority)  rates  are  forwarded  and 
charged  additional  postage  at  the  zoned 
(priority)  rates  based  on  the  distance 
between  the  forwarding  and  destination 
post  offices.  The  additional  postage  is 
collected  on  delivery. 

392  Return  and  Address  Correction 
392.1  All  Except  Card  Rate 

.11  Return.  All  First-Class  Mail, 
except  postal  and  post  cards,  that  is 
undeliverable  as  addressed  is  returned 
to  the  sender  without  additional  charge. 
Any  postage  due  because  of  failure  to 
fully  prepay  postage  at  the  time  of 
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mailing  will  be  collected  from  the  sender 
when  the  undeliverable  mail  is  returned. 

.12  Address  Correction  Service. 

When  First-Class  Mail  bearing  the 
Address  Correction  Requested  is 
forwarded  to  a  new  address,  the  sender 
is  notified  on  Form  3547,  Notice  to 
Mailer  of  Correction  in  Address,  of  the 
new  address.  See  Exhibit  310  for  the 
address  correction  service  fee. 

392.2  Postal  and  Post  Cards. 
Undeliverable  postal  and  post  cards  will 
be  handled  as  follows: 

a.  A  card  bearing  the  sender’s  address 
and  the  words  Return  Postage 
Guaranteed  is  returned  without  the 
reason  for  nondelivery  endorsed 
thereon.  Postage  at  the  card  rate  is 
collected  on  delivery  to  the  sender.  The 
piece  will  be  marked  Not  Deliverable  as 
Addressed — Unable  to  Forward. 

b.  A  card  bearing  the  words  Address 
Correction  Requested  is  returned  to  the 
sender  with  the  reason  for  nondelivery 
endorsed  thereon.  The  card  serves  as 
the  address  correction  notice.  See 
Exhibit  310  for  the  address  correction 
service  fee.  There  is  not  an  additional 
charge  for  return  postage. 

c.  If  the  full  amount  of  card  rate 
postage  was  not  paid  at  the  time  of 
mailing,  the  amount  of  the  deficiency  is 
collected  from  the  sender  when  the 
undeliverable  card  is  returned. 

d.  When  a  card  bearing  the  words 
Address  Correction  Requested  is 
forwarded  to  a  new  address,  the  sender 
is  notified  on  Form  3547,  Notice  to 
Mailer  of  Correction  in  Address,  of  the 
new  address.  See  Exhibit  310  for  the  fee. 

e.  Cards  not  bearing  the  words  Return 
Postage  Guaranteed  or  Address 
Correction  Requested  are  disposed  of  at 
the  post  office  where  they  become 
undeliverable. 

f.  When  single  cards  and  double  cards 
without  postage  affixed  to  the  reply 
portion  bear  the  sender’s  return  address 
and  a  guarantee  to  pay  return  postage, 
they  will  be  returned  to  sender  charged 
with  postage  due  at  the  rate  applicable 
to  post  cards. 

g.  Double  cards  having  postage 
affixed  to  the  reply  portion,  and  bearing 
the  sender’s  return  address  and  a 
guarantee  to  pay  return  postage  must  be: 

(7)  Marked  on  the  original  portion 
for  return  to  the  sender  and  endorsed  to 
show  the  reason  for  nondelivery. 

[2]  Reverse  folded  so  that  address 
side  of  the  reply  portion  is  faced  out. 

(5)  Postmarked  on  the  face  of  the 
reply  portion,  and 

[4]  Returned  without  collection  of 
additional  postage. 


Chapter  4 

Second-Class  Mail 

410  Rates  and  Fees 

411  Rates 

411.1  General. 

.11  Rate  Elements.  The  postage 
charged  for  mailing  second-class  matter 
{other  than  matter  on  which  postage 
must  be  paid  at  the  nonsubscriber  rates 
described  in  411.42)  is  based  on  the 
application  of  the  two  following  rate 
elements  to  the  mailing: 

a.  Per-pound  rate.  The  total  weight  of 
the  mailing  in  pounds  is  multiplied  by 
this  rate. 

b.  Per-piece  rate.  The  total  number  of 
pieces  in  the  mailing  is  multiplied  by 
this  rate. 

Note:  The  postage  to  be  paid  for  a 
mailing  is  the  sum  of  the  charges 
determined  by  applying  the  per-pound 
rate  and  the  charges  determined  by 
applying  the  per-piece  rate. 

.12  Form  3541.  The  mailer  must  use  a 
Form  3541,  Statement  of  Mailing — 
Second-Class  Publications,  to  compute 
the  applicable  postage.  A  completed 
Form  3541  must  be  submitted  by  the 
mailer  to  the  Postal  Service  with  each 
mailing  (See  482.1). 

411.2  In-County  Rates 

.21  General  application.  In-county 
rates  apply  to  copies  of  publications 
which  are  to  be  delivered  to  addresses 
within  the  county  of  publication,  if  such 
copies  are:  » 

a.  Mailed  at  the  office  of  original 
entry;  or 

b.  Mailed  at  an  office  of  additional 
entry  within  the  county  of  publication. 

NOTE:  If  the  postmaster  of  an  office 
of  entry  directs  a  publisher  to  deposit 
copies  of  the  publication  at  a  postal 
facility  serving  that  office,  those  copies 
shall  be  considered  as  mailed  at  the 
office  of  entry.  In-county  rates  are: 


Pef  Piece .  l  it 

Per  Pound . . .  2.5c 


.22  Independent  Cities.  Each 
publication  having  original  entry  at  an 
incorporated  city  which  is  situated 
entirely  within  a  county  or  which  is 
situated  contiguous  to  one  or  more 
counties  in  the  same  State,  but  which  is 
politically  independent  of  such  county 
or  counties,  shall  be  considered  to  be 
within  and  a  part  of  the  county  with 
which  it  is  principally  contiguous,  and 
copies  mailed  into  that  county  are 
chargeable  with  postage  at  the  in-county 
rates.  Where  more  than  one  county  is 
involved,  the  publisher  will  select  the 
principal  county  and  notify  the 
postmaster. 


411.3  Out-Of-County  Rates 

.31  General.  These  rates  apply  to 
copies  of  publications  which  will  be 
delivered  to  addresses  outside  the 
county  where  published  and  entered, 
and  on  copies  mailed  at  an'office  of 
additional  entry  located  outside  the 
county  where  published  and  entered. 

.32  General  Publications  and  Science 
of  Agriculture  Publications 
.321  Per  Pound  Rates 
a.  General.  Rates  per  pound  or 
fraction  of  a  pound: 


Nonadvertising  portion .  13.1« 

Advertising  portion: 

Zones  1  and  2 . 17.5« 

Zones .  18.4* 

Zone  4  19.94 

Zone  5  22.7« 

Zone  6  26.0* 

Zone  7  29.4* 

Zone  8  . .  31 .84 


b.  Science  Of  Agriculture  Exception. 
When  the  total  number  of  copies  , 
furnished  during  any  12-month  period  to 
subscribers  residing  in  rural  areas 
consists  of  at  least  70  percent  of  the 
total  number  of  copies  distributed  by 
any  means  for  any  purpose,  the  rate  for 
the  advertising  portion  of  copies  going  to 
zones  1  and  2  is  8.7(1:  per  pound. 

.322  Per  Piece  Rates.  The  five  per 
piece  rates  reflect  the  level  of  presort 
(see  464).  They  are: 


a.  For  mailings  of  S.CXX)  or  more  copies  per  issue: 

Level  A-pieces  not  qualifying  for  Level  B  or  C 

(SCF,  states,  mixed  states) .  7.04 

Level  B-unique  3-digit  prefix  city  and  5-digit  ZIP 

CkJde  destinations .  5.44 

Level  C-Carrier  route  or  finer  sort . ;...  4.44 

b.  For  mailings  of  less  than  5,000  out-of-county 
copies  per  issue: 

Level  0-material  not  qualifying  for  level  E .  2.14 

Level  E-unique  3-digit  prefix  city  and  5-digit  ZIP 
Code  destinations .  1.74 


Note:  Copies  of  second-class  publications 
that  do  not  qualify  for  Level  B,  or  C,  or  E  must 
be  sorted  to  the  finest  extent  possible  as 
provided  in  464. 

.33  Special  Nonprofit  Rate 

.331  Pound  Rate.  Rates  per  pound  or 


fraction  of  a  pound: 

.  5.7 

Advertising  portion: 

.  8.7 

Zone  3 .. 

9.4 

Zone  4 .. 

108 

Zone  5 .. 

12.5 

Zone  6 ... 

14  1 

Zone  7 ... 

15.4 

Zone  8 .. 

.  16.6 

Note. — The  advertising  zone  rates  are 
applicable  to  issues  in  tvhich  the  advertising 
portion  exceeds  10  percent.  Issues  containing 
10  percent  or  less  advertising  shall  be 
computed  at  the  nonadvertising  rate. 

.332  Piece  Rate 

The  per  piece  charge  is .  2.1 


.34  Classroom  Publications 
.341  Pound  Rate.  Rates  per  pound  or 
fraction  of  a  pound: 


Nonadvertising  portion . 

3.7 

Advertising  portion: 

Zone  1  and  2 . 

4.9 

Zone  3 . 

. 

5.5 

Zone  4 . 

6.7 
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’r 

8.6 

Zone  f 

10.8 

Zone  7 

12.5 

Zone  ft 

14.3 

.342  Piece  Rate 

The  per  piece  charge  « . 

1.3 

411.4  Rates  for  Nonsubscriber  Copies 

.41  Commingled  and  Presorted  With 
Subscribers’  Copies.  For  sample  copies 
in  excess  of  the  10  percent  allowance,  or 
copies  to  persons  not  included  in  the  list 
of  subscribers,  the  rate  is  15.34  per 
pound  or  fraction  of  a  pound,  plus  5.84 
per  piece. 

.42  Transient  Rate  for 
Noncommingled  Copies.  For  copies 
mailed  by  the  general  public  (persons 
other  than  publishers  or  registered  news 
agents],  or  copies  mailed  by  publishers 
or  registered  news  agents  and  not 
commingled  and  presorted  as  part  of  the 
regular  mailing  of  subscriber  copies,  the 
rate  is  104  for  the  first  2  ounces,  64  for 
each  additional  ounce  or  fraction 
thereof,  or  the  fourth-class  rate, 
whichever  is  lower.  Rates  are  computed 
on  each  individually  addressed  copy  or 
package  of  unaddressed  copies. 

412  Fees 

412.1  Fees  for  Second-Class 
Privileges.The  fees  to  accompany 
applications  for  second-class  original 
entry,  reentry,  or  additional  entry,  or  for 
registration  as  a  news  agent,  are: 


Kind  oA  Apptica’jon  Amount 


a  Onginal  Entry .  $120 

b.  News  Agent  Registry .  $30 

C.  Reentry  because  of  change  in  title,  frequency  of 

issue,  office  of  publicatioa  or  other  reason  . .  $30 

d.  Additlorral  Entry  (Orriy  one  fee  w  collectable  for 
an  application  for  additional  entry  even  if  the  ad¬ 
ditional  entry  for  which  appli^tion  is  made 
rrxxtified  another  previously  approved  additional 
entry.) . $50 


Note,  if  an  application  is  not  approved,  no  part  of  the  fee  is 
returned  to  the  applicant 

412.2  Fee  for  Address  Correction 
Service.  The  fee  for  address  correction 
service  is  254  per  notice  issued. 

420  Classincation 

421 '  Requirements  for  All  Second-Class 
Publications 

421.1  Periodical  Publications.  Only 
newspapers  and  other  periodical 
publications  are  eligible  for  mailing  at 
seond-class  rates  of  postage.  The  term 
periodical  publication  includes: 

a.  Any  catalog  or  other  course  listing, 
including  mail  announcements  of  legal 
texts  which  are  part  of  post-bar 
admission  education  issued  by  any 
institution  of  higher  education  or  by  a 
nonprofit  organization  engaged  in 
continuing  legal  education. 


b.  Any  loose-leaf  page  or  report 
(including  any  index,  instruction  for 
filing,  table  or  sectional  identifier  which 
is  an  integral  part  of  such  report)  which 
is  designed  as  part  of  a  loose-leaf 
reporting  service  concerning 
developments  in  the  law  or  public 
policy. 

421.2  Regular  Issuance 

.21  Each  second-class  publication 
must  be  issued  at  a  regular  frequency  of 
at  least  four  times  per  year.  The 
publisher  must  determine  the  number  of 
issues  to  be  published  each  year  and 
adopt  a  statement  of  frequency  that  will 
show  at  what  regular  intervals  the 
issues  will  appear.  Examples  of 
permissible  statements  of  frequency  are: 

Daily 

Semiweekly  (twice  a  week) 

Weekly 

Biweekly  (every  two  weeks) 

Semimonthly  (twice  a  month) 

Monthly 

Quarterly 

Four  times  a  year  in  Jan.,  Feb.,  Oct.  and  Nov. 

Weekly  during  school  year 

Monthly  except  during  ]uly  and  August 

.22  All  issues  must  be  published 
regularly  as  called  for  by  the  statement 
of  frequency.  If  the  publisher  wishes  to 
change  the  number  of  issues  scheduled 
or  the  statement  of  frequency,  he  must 
adopt  a  new  statement  of  frequency  by 
filing  an  application  for  second-class 
reentry  (see  444).  If  a  publication  fails  to 
maintain  regular  issuance  according  to 
its  stated  frequency,  the  postmaster  will 
remind  the  publisher  of  the  above 
requirements  and  request  compliance.  If 
irregular  issuance  continues,  the  Office 
of  Mail  Classification,  USPS 
Headquarters,  will  revoke  the 
publication’s  second-class  mail 
privileges  (see  441.5). 

421.3  Issuance  From  a  Known  Office  of 
Publication.  The  publisher  of  a  second- 
class  publication  must  maintain  a 
known  office  of  publication  at  the 
location  where  the  original  entry  for 
second-class  mail  privileges  is 
authorized.  The  known  office  of 
publication  must  be  a  public  office 
where  the  business  of  the  publication  is 
transacted  during  normal  business 
hours.  The  circulation  records  of  the 
publication  must  be  maintained  and 
available  for  examination  by  postal 
officials  at  the  known  office  of 
publication. 

421.4  Printed  Sheets.  Second-class 
publications  must  be  formed  of  printed 
sheets.  They  may  not  be  reproduced  by 
stencil,  mimeograph,  or  hectograph 
processes.  Reproduction  by  any  other 
process  is  permissible.  Any  style  of  type 
may  be  used. 


422  Types  of  Authorizations 

422.1  Qualifications  Categories.  All 
second-class  publications  must  be 
authorized  under  one  of  four 
qualification  categories.  These  are: 
General  Publications,  Publications  of 
Institutions  and  Societies,  Publications 
of  State  Departments  of  Agriculture,  and 
Foreign  Publications.  The  specific 
requirements  for  each  category  are  set 
forth  in  422.2  through  422.5.  These 
specific  requirements  are  in  addition  to 
the  general  requirements  set  forth  in  421, 
which  all  second-class  publications 
must  meet.  Note:  Any  publication  which 
meets  the  requirements  of  421  and  422.2 
may  be  entered  as  a  general  publication 
irrespective  of  the  nature  of  the 
publisher. 

422.2  General  Publications 

.21  Contents.  General  publications 
must  be  originated  and  published  for  the 
purpose  of  disseminating  information  of 
a  public  character  or  they  must  be 
devoted  to  literature,  the  sciences,  art, 
or  some  special  industry. 

.22  Circulation  Requirements 

.221  List  of  Subscribers.  General 
publications  must  have  a  legitimate  list 
of  subscribers  who  have  paid  or 
promised  to  pay,  at  a  rate  above  a 
nominal  rate,  for  copies  to  be  received 
during  a  stated  time.  Persons  whose 
subscriptions  are  obtained  at  a  nominal 
rate  (see  422.222]  shall  not  be  included 
as  a  part  of  the  legitimate  list  of 
subscribers.  Copies  sent  in  fullfillment 
of  subscriptions  obtained  at  a  nominal 
rate  must  be  charged  with  postage  at 
nonsubscriber  rates  (see  411.4). 

.222  Nominal  Rate  Subscriptions. 
Nominal  rate  subscriptions  include 
those  which  are  sold: 

a.  At  a  subscription  price  that  is  so 
low  that  it  cannot  be  considered  a 
material  consideration. 

b.  At  a  reduction  to  the  subscriber, 
under  a  premium  offer  or  any  other 
arrangement,  of  more  than  50  percent  of 
the  amount  charged  as  the  basic  annua) 
rate  for  a  subscription  which  entitles  the 
subscriber  to  receive  one  copy  of  each 
issue  published  during  the  subscription 
period.  The  value  of  a  premium  is 
considered  to  be  its  actual  cost  to  the 
publisher,  the  recognized  retail  value,  or 
the  represented  value,  whichever  is 
highest. 

.223  Free  or  Nominal  Rate 
Circulation.  Publications  primarily 
designed  for  free  circulation  and/or 
circulation  at  nominal  rates  may  not 
qualify  for  the  general  publications 
category.  Publications  are  considered 
primarily  designed  for  free  circulation 
and/or  circulation  at  nominal  rates 
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when  one-half  or  more  of  all  copies 
circulated  are  provided  free  of  charge  to 
the  ultimate  recipients,  or  are  paid  for  at 
nominal  rates  by  the  ultimate  recipients, 
or  when  other  evidence  indicates  that 
the  intent  of  the  publisher  is  to  circulate 
the  publication  free  and/or  at  nominal 
rates.  The  distribution  of  all  copies  of  a 
publication  is  considered,  whether 
circulated  in  the  mails  or  otherwise. 

.23  Advertising  Restrictions 

.231  Publications  Designed  for 
Advertising  Purposes.  General 
publications  primarily  designed  for 
advertising  purposes  may  not  qualify  for 
second-class  privileges.  These  include, 
but  are  not  limited  to: 

a.  Publications  which  contain  more 
than  75  percent  advertising  in  more  than 
half  of  the  issues  published  during  any 
twelve  month  period. 

b.  Publications  owned  or  controlled  by 
individuals  or  business  concerns  and 
conducted  as  an  auxiliary  to  and 
essentially  for  the  advancement  of  any 
other  business  or  calling  of  those  who 
own  or  control  them. 

c.  Publications  that  consist  principally 
of  advertising  and  articles  about 
advertisers  in  the  publication. 

d  Publications  that  have  only  a  token 
list  of  subscribers  and  that  print 
advertisements  free  for  advertisers  who 
pay  for  copies  to  be  sent  to  a  list  of 
persons  furnished  by  the  advertisers. 

e.  Publications  published  under  a 
license  from  individuals  or  organizations 
and  that  feature  other  businesses  of  the 
licensor. 

.232  Definition  of  Advertising. 

a.  General.  The  term  advertising  ‘ 
includes  all  material  for  the  publication 
of  which  a  valuable  consideration  is 
paid,  accepted,  or  promised:  that  calls 
attention  to  something  for  the  purpose  of 
getting  people  to  buy  it,  sell  it.  seek  it,  or 
support  it. 

b.  Specific.  If  an  advertising  rate  is 
charged  for  the  publication  of  reading 
matter  or  other  material,  such  material 
shall  be  demed  to  be  advertising. 
Articles,  items,  and  notices  in  the  form 
of  reading  matter  inserted  in  accordance 
with  a  custom  or  understanding  that 
textual  matter  is  to  be  inserted  for  the 
advertiser  or  his  products  in  the 
publication  in  which  a  display 
advertisement  appears,  are  deemed  to 
be  advertising.  If  a  newspaper  or 
periodical  advertises  its  own  services  or 
issues,  or  any  other  business  of  the 
publisher,  whether  in  the  form  of  display 
advertising  or  editorial  or  reading 
matter,  this  is  deemed  to  be  advertising. 
Public  service  advertisements  for  which 
no  consideration  has  been  paid  are  not 
considered  advertising  for  postal 
purposes. 


422.3  Publications  of  Institutions  and 
Societies 

.31  Types  of  Publications  Eligible.  A 
publication  which  meets  the  basic 
requirements  of  421  and  contains  only 
the  publisher's  own  advertising,  and  not, 
under  any  conditions,  the  advertising  of 
other  persons  or  organizations  is  eligible 
for  second-class  mail  privileges  if  it  is: 

a.  Published  by  a  regularly 
incorporated  institution  of  learning.  For 
purposes  of  this  section,  institutions  of 
learning  are  those  organizations  of  a 
permanent  nature  where  instruction  is 
given  in  the  higher  branches  of 
education  only,  and  which  owe  their 
origin  to  private  or  public  munificence, 
and  are  established  solely  for  the  public 
good,  and  not  for  private  gain. 

b.  Published  by  a  regularly 
established  state  institution  of  learning 
supported  in  whole  or  in  part  by  public 
taxation. 

c.  A  bulletin  issued  by  a  state  board 
of  health  or  a  state  industrial 
development  agency. 

d.  A  bulletin  issued  by  a  state 
conservation  or  fish  and  game  agency  or 
department. 

e.  A  bulletin  issued  by  a  state  board 
or  department  of  public  charities  or 
corrections. 

f.  Published  by  any  public  or  nonprofit 
private  elementary  or  secondary 
institution  of  learning  or  its 
administrative  or  governing  body. 

g.  A  program  announcement  or  guide 
published  by  an  educational  radio  or 
television  agency  of  a  State  or  political 
subdivision  thereof  or  by  a  nonprofit 
educational  radio  or  television  station. 

h.  Published  by  or  under  the  auspices 
of  a  benevolent  or  fraternal  society  or 
order  organized  under  the  lodge  system 
and  having  a  bona  fide  membership  of 
not  less  than  1,000  persons. 

/.  Published  by  or  under  the  auspices 
of  a  trade  union. 

j.  Published  by  a  strictly  professional, 
literary,  historical,  or  scientific  society. 
Note:  For  the  purposes  of  this  section: 

/ly  A  strictly  professional  society 
consists  solely  of  a  group  of  persons 
who  have  obtained  professinal  status  by 
advanced  educational  training, 
experience,  specialized  interest,  or  peer 
examination.  Where  applicable,  public 
certification  in  a  particular  field  of  the 
arts  or  sciences  such  as  engineering, 
law,  or  medicine  will  be  considered  a 
factor  in  determining  eligibility.  The 
members  must  be  engaged  in  their  given 
profession  in  accordance  with  its 
binding  standards  of  performance  and 
conduct  on  which  the  public  is  entitled 
to  rely. 


(2)  A  strictly  literary'  society  is  an 
organization  whose  exclusive  purpose  is 
to  encourage  and  cultivate  an 
appreciation  of  general  literature,  a 
literary  subject,  or  an  author  who  has 
achieved  recognition  through  literary 
accomplishment.  The  membership  must 
be  comprised  of  individuals  who  discuss 
or  analyze  the  style,  composition,  or 
other  characteristics  of  the  literature  or 
authors  in  which  they  have  a  common 
interest. 

(3)  A  strictly  historical  society  is  an 
organization  whose  exclusive  purpose  is 
to  discover,  collect,  and  systematically 
record  the  history  of  civilization  or  a 
particular  segment  thereof.  Such  a 
society  should  provide  for  the 
preservation  of  such  material  and  for  its 
accessibility  to  the  members  of  the 
society  and  the  general  public. 
Furthermore,  a  strictly  historical  society 
should  extend  educational  services  by 
producing  published  matter,  holding 
regular  meetings,  presenting  addresses 
and  lectures,  or  using  mas»  media. 

(4)  A  strictly  scientific  society  is  an 
organization  whose  exclusive  purpose  is 
to  bring  individuals  together  for  the 
purpose  of  cooperating  in  scientific 
investigations  and  pursuits  in  the 
applied,  pure,  or  natural  sciences,  and  to 
disseminate  technical  information 
dealing  with  these  subjects. 

k.  Published  by  a  church  or  church 
organization.  For  purposes  of  this 
section,  the  term  “church”  applies  only 
to  congregations  of  worshippers  who 
actually  conduct  religious  services.  The 
term  “church  organization”  embraces 
organizations  of  individual  churches, 
organizations  which  are  subsidiary  to 
individual  churches,  and  national  or 
regional  organizations  of  churches. 

.32  Provisions  for  General 
Advertising.  A  publication  qualifying 
under  422.31h  through  k  may  contain 
advertising  of  other  persons  or 
organizations  under  the  following 
conditions: 

a.  The  publication  must  not  be 
designed  or  published  primarily  for 
advertising  purposes  (see  422.231). 

b.  The  publication  must  be  originated 
and  published  to  further  the  objects  and 
purposes  of  the  qualifying  organization. 

c.  The  circulation  of  the  publication 
must  be  limited  to  copies  mailed  to 
members  who  pay,  either. as  a  part  of 
their  dues  or  assessments  or  otherwise, 
not  less  than  50  percent  of  the  lowest 
subscription  price  paid  by  other 
subscribers  and  to  exchanges,  except 
that  10  percent  of  total  circulaton  may 
be  sample  copies  (see  426.1).  When 
members  pay  for  their  subscriptions  as  a 
part  of  their  dues  or  assessments. 
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individual  subscription  forms  or  receipts 
are  not  required. 

422.4  Publications  Issued  By  State 
Departments  of  Agriculture.  A 
publication  issued  by  a  state  department 
of  agriculture  which  meets  the  basic 
requirements  of  421  is  eligible  for 
second-class  mail  privileges  if  it: 

a.  Is  published  only  to  further  the 
objects  of  the  department;  and 

b.  Does  not  contain  any  advertising 
matter. 

422.5  Foreign  Publications.  Foreign 
newspapers  and  other  periodicals  of  the 
same  general  character  as  domestic 
publications  entered  as  second-class 
mail  may  be  granted  second-class  mail 
privileges.  The  publishers  or  their  agents 
may  apply  for  transmission  of  these 
publications  through  the  mail  at  the 
same  second-class  rates  as  if  published 
in  the  United  States.  Review  of  this 
application  will  be  based  only  on  United 
States  circulation.  This  section  does  not 
authorize  the  transmission  through  the 
mail  of  a  publication  which  violates  a 
copyright  granted  by  the  United  States. 
The  known  office  of  publication  can  be 
the  office  of  the  publisher’s  agent  (see 
421.3). 

423  Special  Second-Class  Ppvileges 
423.1  Special  Nonprofit  Rate 

.11  Authorization.  Only  publications 
which  meet  the  requirements  of  423.12 
or  423.14  and  which  have  received 
specific  authorization  from  the  Postal 
Service  may  be  mailed  at  the  special 
nonprofit  rate  in  411.33.  (See  application 
procedure  in  443.)  A  publication  must  be 
both  granted  second-class  entry  and 
issued  a  special  rate  authorization 
before  it  may  be  mailed  at  the  special 
nonprofit  rate. 

.12  Publications  of  Qualified 
Nonprofit  Organizations 

.121  Types  of  Organizations.  A 
publication  issued  by  and  in  the  interest 
of  one  of  the  following  types  of 
organizations  (see  definitions  in  423.13) 
qualifies  for  the  special  nonprofit  rate  if 
the  organization  is  not  organized  for 
profit  and  none  of  its  net  income  inures 
to  the  benefit  of  any  private  stockholder 
or  individual: 

a.  Religious 

b.  Educational 

c.  Scientific 

d.  Philanthropic 

e.  Agricultural 

/.  Labor 

g.  Veterans’ 

h.  Fraternal 

.122  Primary  Purpose.  The  standard 
of  primary  purpose  used  in  the 
definitions  of  qualified  nonprofit 
organizations  in  423.13  requires  that  the 


organization  be  both  organized  and 
operated  for  the  primary  purpose. 
Organizations  which  incidentally 
engage  in  qualifying  activities  do  not 
meet  the  primary  purpose  test. 

.13  Definitions  of  Eligible  Nonprofit 
Organizations 

.131  Religious.  A  nonprofit 
organization  whose  primary  purpose  is 
one  of  the  following: 

a.  To  conduct  religious  worship  (for 
example,  churches,  synagogues,  temples, 
or  mosques). 

b.  To  support  the  religious  activities  of 
non-profit  organizations  whose  primary 
purpose  is  to  conduct  religious  worship. 

c.  To  further  the  teaching  of  particular 
religious  faiths  or  tenets,  including 
religious  instruction  and  the 
dissemination  of  religious  information. 

.132  Educational.  A  nonprofit 
organization  whose  primary  purpose  is 
the  instruction  or  training  of  individuals 
for  the  purpose  of  improving  or 
developing  their  capabilities  or  the 
instruction  of  the  public  on  subjects 
beneficial  to  the  community.  Note: 

a.  An  organization  may  be 
educational  even  though  it  advocates  a 
particular  position  or  viewpoint,  as  long 
as  it  presents  a  sufficiently  full  and  fair 
exposition  of  the  pertinent  facts  to 
permit  an  individual  or  the  public  to 
form  an  independent  opinion  or 
conclusion.  Conversely,  an  organization 
is  not  considered  educational  if  its 
principal  function  is  the  mere 
presentation  of  unsupported  opinion. 

b.  Examples  of  educational 
organizations  are: 

(1)  Any  organization  (such  as  a 
primary  or  secondary  school,  a  college, 
or  professional  or  trade  school)  which 
has  a  regularily  scheduled  curriculum,  a 
regular  faculty,  and  a  regularly  enrolled 
body  of  students  in  attendance  at  a 
place  where  educational  activities  are 
regularly  carried  on. 

(2)  Any  organization  whose  activities 
consist  of  presenting  public  discussion 
groups,  forums,  panels,  lectures,  or 
similar  programs.  Such  programs  may  be 
on  radio  or  television. 

(3)  Any  organization  which  presents  a 
course  of  instruction  by  means  of 
correspondence  or  through  the  use  of 
television  or  radio. 

(4)  Museums,  zoos,  planetariums, 
symphony  orchestras,  and  similar 
organizations. 

.133  Scientific.  A  nonprofit 
organization  whose  primary  purpose  is 
one  of  the  following: 

a.  To  conduct  research  in  the  applied, 
pure,  or  natural  sciences. 

b.  To  disseminate  technical 
information  dealing  with  the  applied, 
pure,  or  natural  sciences. 


.134  Philanthropic  (Charitable).  A 
nonprofit  organization  organized  and 
operated  for  purposes  beneficial  to  the 
public.  Note: 

a.  Examples  of  philanthropic 
organizations  include  those  which  are 
organized  to: 

(1)  Relieve  the  poor  and  distressed  or 
the  underprivileged. 

(2)  Advance  religion. 

(3)  Advance  education  or  science. 

(4)  Erect  or  maintain  public  buildings, 
monuments,  or  works. 

(5)  Lessen  the  burdens  of  government. 

(6)  Promote  social  welfare  for  any  of 
the  above  purposes  or  to  lessen 
neighborhood  tensions;  to  eliminate 
prejudice  and  discrimination;  to  defend 
human  and  civil  rights  secured  by  law; 
or  to  combat  community  deterioration 
and  juvenile  delinquency. 

b.  The  fact  that  an  organization  which 
is  organized  and  operated  to  relieve 
indigent  persons  may  receive  voluntary 
contributions  from  those  persons  does 
not  necessarily  make  it  ineligible  for 
special  nonprofit  rates  as  a  philantropic 
organization.  The  fact  that  an 
organization,  in  carrying  out  its  primary 
purpose,  advocates  social  or  civic 
changes  or  presents  ideas  on 
controversial  issues  to  influence  public 
opinion  and  sentiment  towards  an 
acceptance  of  its  views,  does  not  make 
it  ineligible  for  special  nonprofit  rates  as 
a  philantropic  organization. 

.135  Agricultural.  A  nonprofit 
organization  whose  primary  purpose  is 
the  betterment  of  the  conditions  of  those 
engaged  in  agricultural  pursuits, 
improvement  of  the  grade  of  their 
products,  and  the  development  of  a 
higher  degree  of  efficiency  in  agriculture. 
Note: 

a.  The  organization  may  further  and 
advance  agricultural  interests  through 
any  of  the  following  activities: 

(1)  Educational  activities. 

(2)  Holding  agricultural  fairs. 

(3)  Collecting  and  disseminating 
information  concerning  cultivation  of 
the  soil  and  its  fruits  or  the  harvesting  of 
marine  resources. 

(4)  Rearing,  feeding,  and  managing 
livestock,  poultry,  bees,  etc. 

(5)  Other  activities  related  to 
agricultural  interest. 

b.  The  term  agricultural  also  includes 
any  nonprofit  organization  whose 
primary  purpose  is  collecting  and 
disseminating  information  or  materials 
related  to  agricultural  pursuits. 

.136  Labor.  A  nonprofit  organization 
whose  primary  purpose  is  the 
betterment  of  the  conditions  of  workers. 
Note: 

a.  Labor  organizations  include,  but  are 
not  limited  to,  organizations  in  which 


Federal  Register  /  Vol.  44,  No.  131  /  Friday.  July  6.  1979  /  Rules  and  Regulations 


39791 


employees  or  workers  participate  whose 
primary  purpose  is  to  deal  with 
employers  concerning  grievances,  labor 
disputes,  wages,  hours  of  employment, 
working  conditions,  etc. 

b.  Labor  unions  and  employees' 
associations  are  examples  of 
organizations  formed  for  these  purposes. 

.137  Veterans'.  A  nonprofit 
organization  of  veterans  of  the  armed 
services  of  the  United  States,  or  an 
auxiliary  unit  or  society  of,  or  a  trust  or 
foundation  for,  any  such  post  or 
organization. 

.138  Fraternal.  A  nonprofit 
organization  which  meets  all  of  the 
following  criteria: 

a.  Has  as  its  primary  purpose  the 
fostering  of  fellowship  and  mutual 
benefits  among  its  members: 

b.  Is  organized  under  a  lodge  or 
chapter  system  with  a  representative 
form  of  government; 

c.  Follows  a  ritualistic  format;  and 

d.  Is  comprised  of  members  who  are 
elected  to  membership  by  vote  of  the 
members. 

Note:  Fraternal  organizations  include 
such  organizations  as  the  Masons, 
Knights  of  Columbus.  Elks,  and  college 
fraternities  or  sororities,  and  may 
include  members  of  either  or  both  sexes. 
Fraternal  organizations  do  not 
encompass  such  organizations  as 
business  leagues,  professional 
associations,  civic  associations,  or 
social  clubs. 

.14  Publications  of  Other  Qualified 
Organizations.  Ibe  following 
publications  qualify  for  the  special 
nonprofit  rate  without  regard  to  the 
nonprofit  status  of  the  publishing 
organization: 

a.  Publications  issued  by  and  in  the 
interest  of  associations  of  rural  electric 
cooperatives. 

b.  One  publication  of  the  official 
highway  or  development  agency  of  the 
State  which  meets  all  the  requirements 
of  422.2  and  contains  no  advertising. 

c.  Program  annoucements  or  guides 
published  by  an  educational  radio  or 
television  agency  of  a  State  or  political 
subdivision  thereof  or  by  a  nonprofit 
educational  radio  or  television  station. 

d.  One  conservation  publication 
published  by  an  agency  of  a  State  which 
is  responsible  for  management  and 
conservation  of  the  fish  or  wildlife 
resources  of  that  State. 

423.2  Classroom  Rate.  The  classroom 
rate  in  411.34  applies  only  to  religious, 
educational,  or  scientific  publications 
designed  specifically  for  use  in  school 
classrooms  or  in  religious  instruction 
classes.  See  443  for  the  application 
procedures  for  authortzation  to  mail  at 
the  classroom  rate. 


423.3  Science  of  Agriculhire  Rate. 

When  at  least  70  percent  of  the  total 
number  of  copies  of  any  second-class 
publication  devoted  to  promoting  the 
science  of  agriculture  are  distributed, 
during  any  12-month  period,  to 
subscribers  residing  in  rural  areas,  the 
rate  in  411.321b,  instead  of  the  rate  in 
411.321a,  may  be  paid  for  the  advertising 
portion  of  all  copies  destined  for  zones  1 
and  2.  All  copies  of  the  publication 
distributed  by  any  means  for  any 
purpose  will  be  considered  in 
determining  whether  a  publication 
meets  the  70  percent  requirement. 

424  Second-Class  Mailing  Privileges 
for  News  Agents 

424.1  Definition.  New'S  agents  are 
persons  or  concerns  selling  two  or  more 
second-class  publications  published  by 
more  than  one  publisher.  New’s  agents 
must  be  authorized  by  the  Postal  Service 
before  they  may  mail  second-class 
publications  at  the  second-class  rates. 
The  application  procedures  are 
described  in  441. 

424.2  Information  Required.  Before  a 
news  agent  may  mail  at  second-class 
rates  he  must  provide  the  postmaster,  at 
the  office  of  mailing,  evidence  that  the 
copies  of  publications  offered  for 
mailing  are  entitled  to  second-class 
rates,  and  that  they  are  sent  to  actual 
subscribers  or  to  other  news  agents  for 
the  purpose  of  sale.  A  second-class 
imprint  in  the  copies  is  sufficient 
evidence  that  a  publication  is  entitled  to 
second-class  rates. 

424.3  Remailing  Without  Payment  of 
Postage  Prohibited.  A  news  agent  may 
not  remove  packages  of  copies  from  a 
post  office,  write  an  address  on  each 
copy,  and  return  them  to  the  office  for 
dispatch  or  delivery  without  paying 
additional  postage. 

424.4  Copies  Subject  to  the 
Nonsuhscriher  Rates.  Unsold  copies 
returned  to  publishers  or  other  news 
agents,  or  copies  sent  to  other  news 
agents  for  purposes  other  than  sale,  or  to 
persons  not  having  subscriptions  with 
news  agents,  are  subject  to  the 
nonsubscriber  rates  in  411.4, 

424.5  Return  of  Portions  of  Unsold 
Publications.  Portions  of  publications 
which  are  returned  to  publishers  to 
show  that  copies  have  not  been  sold  are 
subject  to  postage  at  third-  or  fourth- 
class  rates,  according  to  weight. 

425  What  May  Be  Mailed  at  the 
Second-Class  Rates 

425.1  Complete  Copies.  Complete 
copies  of  the  regular  issues  of  a  second- 
class  publication  may  be  mailed  at  the 
applicable  second-class  rates  in  410. 
Copies  which  are  not  complete  because 


pages  or  portions  of  pages  are  missing 
will  be  charged  with  postage  at  the 
applicable  third-  or  fourth-class  rates. 

425.2  Editions  and  Special  Issues.  The 
following  kinds  of  editions  and  special 
issues  may  be  mailed  at  the  second- 
class  rates: 

a.  Extra  issues  or  editions  published 
for  the  purpose  of  communicating 
additional  news  and  information 
received  too  late  for  insertion  in  the 
regular  issue  or  edition  and  not  intended 
for  advertising  purposes. 

b.  Separate  editions  of  the  issues  of  a 
second-class  publication.  Separate 
publications  will  not  be  accepted  as 
editions. 

c.  Issues  containing  annual  reports, 
directories,  lists,  and  similar  texts  as  a 
part  of  the  contents,  as  long  as  the 
copies  are  not  distinguished  from  the 
regular  issues  by  bearing  designations 
indicating  they  are  annuals,  directories, 
catalogs,  yearbooks,  or  other  types  of 
separate  publications.  The  regular 
annual  subscription  price  must  include 
copies  of  such  issues. 

425.3  Back  Numbers  and  Reprints.  The 
following  kinds  of  back  numbers  and 
reprints  of  a  publication  may  be  mailed 
at  the  second-class  rates: 

a.  Unbound  copies  of  back  numbers 
as  long  as  the  publication's  second-class 
entry  is  in  effect. 

b.  Unbound  reprint  copies  of  daily 
publications  printed  within  one  week  of 
the  date  of  issue. 

c.  Unbound  reprint  copies  of  other 
than  daily  publications  printed  before 
the  next  issue  is  printed.  Other  reprints 
and  bound  back  numbers  are  charged 
with  postage  at  the  applicable  third-  or 
fourth-class  rates. 

425.4  Supplements.  Issues  may  include 
supplements  subject  to  the  following 
conditions: 

a.  The  supplement  must  be  germane  to 
the  issue,  and  prepared  to  complete  it, 
having  been  omitted  in  the  interest  of 
space,  time,  or  convenience. 

Publications  which  are  distinct  from  and 
independent  of  the  regular  issue,  such  as 
catalogs,  circulars,  handbills,  posters, 
and  other  special  advertisements,  are 
not  germane  to  the  issue  and  must  not 
be  inserted  as  supplements.  Advertising 
supplements  must  be  specifically 
prepared  for  inclusion  in  publications 
having  second-class  status  to  be 
permissible  in  copies  mailed  at  the 
second-class  rates.  If  they  are  not  so 
prepared,  but  are  produced  primarily  for 
distribution  either  through  the  mails  or 
outside  the  mails  as  separate  and 
independent  advertising  material,  they 
are  not  permissible  supplements  in 
second-class  publications.  Note:  The 
following  are  further  considerations 
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regarding  preprinted  advertising 
supplements: 

[1]  If  a  publisher  is  furnished  material 
to  be  carried  as  a  preprinted  advertising 
supplement  in  copies  of  his  second-class 
publication  which  are  mailed  at  the 
second-class  rates,  it  is  incumbent iipon 
him  to  ascertain  that  more  than  50 
percent  of  the  total  number  of  copies  of 
such  material  which  will  be  distributed 
by  any  means  will  be  included  in 
second-class  publications. 

[2]  Publishers  must  be  paid  at 
advertising  rates  and  charges  for 
carrying  preprinted  advertising 
supplements  germane  to  the  issue  which 
are  furnished  to  them  by  advertisers  or 
others. 

b.  Supplements  must  bear  the  title  of 
the  publication  preceded  by  the  words 
Supplement  to. 

c.  Supplements  must  be  folded  and 
mailed  with  the  regular  issue. 

425.5  Parts  and  Sections 

.51  Regular  Pages.  The  regular  pages 
of  a  second-class  publication  may  be 
prepared  in  parts  or  sections.  Enclosures 
prohibited  as  supplements  {see  425.4) 
may  not  be  prepared  as  parts  or 
sections. 

.52  Title.  Each  part  of  section  must 
show  the  title  of  the  publication. 

.53  Number.  The  number  of  parts  or 
sections  in  the  issue  must  be  stated  on 
the  first  page  of  the  first  part  or  section. 

.54  Restrictions.  Parts  or  sections 
produced  by  someone  other  than  the 
publisher  may  not  be  mailed  at  second- 
class  rates  if  these  parts  or  sections  are 
prepared  by  or  for  advertisers  or  if  they 
are  provided  to  the  publisher  free  or  at  a 
nominal  charge.  Publishers  must,  upon 
request,  submit  to  the  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters, 
Washington,  DC  20260  contracts  entered 
into  with  producers  of  parts  or  sections. 

425.6  Enclosures.  The  only  enclosures 
permitted  in  second-class  publications 
are  receipts  and  orders  for 
subscriptions.  These  may  either  be 
inserted  loose  or  bound  in  the 
publication.  Preparation  methods 
include,  but  are  not  limited  to: 

a.  Printed  or  written; 

b.  Printed  on  cards  and  envelopes 
including  business  replies; 

c.  Arranged  to  include  coin 
receptacles;  or 

d.  Arranged  as  combination  forms  for 
two  or  more  second-class  publications 
issued  by  the  same  publisher. 

425.7  Additions.  Only  the  following 
words,  characters,  figures,  and  phrases 
may  be  added  to  copies  of  second-class 
publications  after  they  are  printed,  or 


placed  on  the  envelopes  or  wrappers  in 
which  they  are  mailed: 

a.  Name  and  address  of  the  person  to 
whom  the  copies  are  sent; 

b.  Name  and  address  of  the  publisher 
or  sender; 

c.  Index  figures  of  subscription  book, 
either  printed  or  written; 

d.  Printed  title  of  the  publication  and 
its  place  of  publication; 

e.  Written  or  printed  words  or  figures, 
or  both,  indicating  the  date  on  which  the 
subscription  ends; 

/.  Corrections  of  typographical  errors; 

g.  A  mark,  except  by  written  or 
printed  words,  to  designate  a  word  or 
passage  to  which  it  is  desired  to  call 
attention; 

h.  The  words  Sample  Copy  when  the 
copies  are  sent  as  samples; 

i.  The  words  Marked  Copy  when  the 
copies  contain  a  marked  item  or  article; 

j.  The  words  Return  Postage 
Guaranteed  when  undeliverable  copies 
are  to  be  returned  to  the  sender; 

A.  The  number  of  copies  enclosed  if 
shown  on  the  wrapper  or  face  of  a 
package; 

l.  Messages  and  notices  of  a  civic  or 
public-service  nature  placed  on  the 
envelopes,  wrappers,  or  covers  in  which 
the  publication  is  mailed,  if  the 
publisher  does  not  charge  for  their 
addition; 

m.  Requests  for  address  correction 
information  from  the  addressee. 

n.  A  package  identification  notice 
such  as  1  of  4,  2  of  4,  etc.  on  package 
wrappers  to  indicate  multi-package 
shipments  to  one  addressee;  provided 
such  endorsements  do  not  interfere  with 
the  clarity  of  the  address;  or 

o.  Material  including  advertising 
matter,  printed  on  a  protective  cover  as 
part  of  the  normal  printing  process  for 
the  publication.  Note:  Some  publishers 
of  second-class  publications  attach 
additional  covers  around  the  outside  of 
their  publications  to  protect  the 
publications.  Unlike  an  envelope  or  a 
wrapper,  a  protective  cover  is 
considered  an  integral  part  of  the 
publication  if  it  completely  covers  the 
front  and  back  of  the  publication;  is 
open  on  three  ends,  and  is  permanently 
attached  to  the  publication.  Material 
may  only  be  added  to  the  protective 
cover  after  the  printing  of  the 
publication  if  the  material  is  a 
permissible  addition  as  defined  above. 
When  calculating  the  postage  charge  for 
a  second-class  publication  with  a 
protective  cover,  any  material  printed 
on  the  cover  must  be  accounted  for  in 
the  measurements  used  to  determine  the 
percentage  of  advertising  matter.  A 
protective  cover  is  not  a  substitute  for 
an  envelope  or  wrapper  when  a 


publication  is  required  to  be  placed  in 
an  envelope  or  wrapper  for  mailing  (see 
462.21).  Advertising  matter  or  other 
printed  material,  with  the  exception  of 
the  permissible  additions,  may  not  be 
included  on  envelopes  or  wrappers  of 
second-class  publications. 

425.8  Novelty  Pages 

.81  Definition.  Novelty  pages  are 
printed  sheets  that  may  be  used  for 
purposes  other  than  reading,  or  printed 
sheets  with  novel  characteristics. 

Novelty  pages  must  be  prepared 
specifically  for  and  intended  as  integral 
pages  of  second-class  publications. 

Blank  sheets,  envelopes,  and  all  other 
types  of  containers  are  not  novelty 
pages.  The  total  number  of  novelty 
pages  in  an  issue  may  constitute  only  a 
minor  portion  of  the  total  pages. 
Excessive  use  of  novelty  pages  gives 
publications  the  characteristics,  both  as 
to  format  and  purpose,  of  books, 
catalogs,  or  other  third-  or  fourth-class 
mail. 

.82  Examples.  The  following  are 
examples  of  novelty  pages  that  may  be 
included  in  second-class  publications: 

a.  Printed  pages  bearing  words, 
perforations,  or  symbols  indicating  they 
may  be  detached; 

b.  Pages  having  printed  pictures  for 
cutting  out; 

c.  Printed  pages  with  blank  spaces  for 
writing  or  marking; 

d.  Pages  with  printed  illustrations 
permanently  pasted  to  them.  Envelopes, 
wrappers,  pockets,  all  other  types  of 
containers,  and  any  contents  thereof  are 
not  printed  illustrations. 

e.  Printed  coupon(s)  or  printed 
application  or  order  form(s)  prepared  as 
pages. 

/.  Pages  (other  than  regular  size  pages 
of  a  publication  having  portions  which 
are  printed  coupon(s)  or  printed 
application  or  order  forms(s)). 

g.  Pages  having  printed  coupon(s),  or 
printed  application  or  order  form(s) 
permanently  attached.  Such  coupon(s), 
or  application  or  order  form(s)  must 
relate  directly  to  advertising  or  editorial 
material  printed  on  the  page  to  which 
they  are  permanently  attached. 

425.9  Advertisements 

.91  Integral  Part  of  the  Publication. 
Advertisements  must  be  an  integral  part 
of  the  publication.  Advertisements  must 
be  permanently  attached  in  bound 
publications.  Pagination  is  not  required 
in  periodicals.  However,  it  is 
recommended  that  some  or  all  pages  of 
a  periodical  be  numbered  or  allowed  for 
in  the  pagination,  in  a  manner  which 
indicates  that  pages  containing 
advertisements  are  an  integral  part  of 


Federal  Register  /  Vol.  44,  No.  131  /  Friday.  July  6.  1979  /  Rules  and  Regulations 


39793 


the  publication,  rather  than  an 
independent  publication.  Independent 
publications  may  not  be  inserted  in 
periodicals  as  advertisements. 

.92  Physical  Makeup.  The  physical 
makeup  of  advertisements  may  include 
such  features  as  the  following: 

a.  Different  advertisements  may 
occupy  the  same  space  in  different 
copies  of  the  same  issue. 

b.  Advertisements  larger  than  the 
regular  pages  are  permissible  and  may 
be  prepared  for  folding  out  horizontally, 
vertically,  or  both. 

c.  Advertisements  may  be  die-cut  or 
deckle-edged. 

d.  Multiple  page  advertisements  may 
be  prepared  for  detachment  as 
permitteed  by  425.82a  and  may  be  held 
together  by  staples  or  other  means 
separate  from  and  in  addition  to  the 
regular  binding  of  the  publication. 

e.  Advertisements  may  be  printed  on 
sheets  of  paper,  cellophane,  foil,  or  other 
similar  materials. 

426  Copies  Not  Paid  for  by  the 
Addressee 

426.1  Sample  Copies 

.11  Mailing  Conditions.  Complete 
copies  of  regular  issues  or  editions  may 
be  mailed  as  samples  at  second-class 
rates  under  the  following  conditions: 

a.  Sample  copies  of  a  publication  may 
be  mailed  at  any  time  during  a  calendar 
year  at  the  same  rates  as  subscriber 
copies  (see  410)  up  to  a  limit  of  10 
percent  of  the  total  weight  of  the  copies 
mailed  to  subscribers  during  the 
calendar  year.  Copies  mailed  at  all 
offices  of  entry  are  included  in  this 
determination. 

b.  Sample  copies  mailed  in  excess  of 
the  10  percent  limit  must  be  mailed  at 
nonsubscriber  rates  (see  411.4). 

.12  Copies  Mailed  for  Advertising 
Purposes.  Copies  mailed  for  advertising 
purposes  under  arrangements  with 
advertisers,  or  others,  and  copies  mailed 
by  a  publisher  acting  as  an  agent  for  an 
advertiser,  may  not  be  mailed  as 
samples. 

.13  Addressing  and  Mailing.  Sample 
copies  may  be  mailed  to  boxholders 
with  each  copy  addressed  in  the 
simplified  manner  shown  in  122.41. 
Copies  so  addressed  must  be  mailed  to 
each  boxholder  on  a  rural  or  highway 
contract  route,  or  to  each  boxholder  at 
post  offices  not  having  city  letter  carrier 
service.  Copies  mailed  in  this  manner 
may  not  be  mailed  only  to^ 
nonsub'scriber.  All  copies  sent  to 
nonsubscribers  are  sample  copies.  In 
addition,  if  such  a  mailing  results  in  a 
subscribers  receiving  a  copy  in  addition 


to  his  subscriber  copy,  the  additional 
copy  is  considered  to  be  a  sample. 

426.2  Copies  Paid  for  By  Advertisers. 
Copies  paid  for  by  advertisers  or  others 
for  advertising  purposes  may  be  mailed 
only  at  nonsubscriber  rates  (see  411.4). 

426.3  Copies  Paid  for  As  Gifts.  A 
portion  of  the  subscription  list  may 
consist  of  persons  whose  subscriptions 
were  paid  by  other  individuals  as  gifts. 
Subscriptions  paid  by  advertisers  or 
other  interested  persons  to  promote 
their  own  interests,  and  subscriptions 
given  free  by  the  publishers  are  not  gift 
subscriptions.  Postage  on  these  copies 
must  be  paid  at  nonsubscriber  rates  (see 
411.4). 

426.4  Exchange  Copies.  A  minor  portion 
of  the  subscription  list  may  consist  of 
publishers  to  whom  copies  are  sent  in 
return  for  exchange  copies  of  the 
recipients’  publications.  Only  one  copy 
may  be  sent  to  each  publisher. 

426.5  Expired  Subscriptions.  Copies 
may  be  mailed  at  the  appropriate 
subscriber  rates  of  postage  (see  410)  for 
6  months  after  a  subscription  has 
expired,  if  the  publisher  makes  a  good 
faith  attempt  to  obtain  payment  or  a 
promise  of  payment  for  a  renewal  during 
the  6-month  period.  Postage  must  be 
paid  at  nonsubscriber  rates  (see  411.4) 
for  copies  sent  after  the  6  months  to 
persons  who  have  not  renewed. 

426.6  Complimentary  Copies.  All 
complimentary  copies  including  copies 
sent  in  fulfillment  of  subscriptions  given 
free  by  the  publishers  must  be  mailed  at 
nonsubscriber  rates  (see  411.4). 

426.7  Advertisers'  Proof  Copies.  One 
complete  copy  of  each  issue  may  be 
mailed  at  the  applicable  subscriber  rates 
in  410  to  each  advertiser  in  the  issue  to 
prove  that  his  advertisement(s)  have 
been  printed.  Or,  copies  may  be  mailed 
to  representatives  or  agents  of  the 
advertiser.  The  number  of  proof  copies 
of  each  issue  sent  under  this  section 
may  not  exceed  the  number  of 
advertisers  in  the  issue. 

426.8  Copies  Mailed  by  Printer.  Copies 
mailed  by  a  printer  to  a  publisher  are 
chargeable  with  postage  at  the 
applicable  third-  or  fourth-class  rate  (see 
610  and  710). 

430  Service  Objectives 

431  General 

Second-class  publications  may 
receive  deferred  service.  The  Postal 
Service  does  not  guarantee  the  delivery 
of  second-class  mail  within  a  specified 
time. 


432  Newspaper  Treatment 

432.1  Publications  authorized  second- 
class  entry  may  be  given  expeditious 
distribution,  dispatch,  transit  handling 
and  delivery  insofar  as  is  practicable. 
This  service  is  usually  referred  to  as 
newspaper  treatment.  In  order  to  be 
eligible  for  newspaper  treatment,  a 
publication  must  be  published  weekly, 
or  more  frequently,  and  feature  news  of 
general  public  interest. 

432.2  The  postmaster  at  the  office  of 
original  entry  will  decide  whether  a 
publication  qualiHes  for  newspaper 
treatment.  If  the  postmaster  is  in  doubt 
as  to  whether  a  publication  qualifies  for 
newspaper  treatment,  he  will  submit  a 
copy  of  the  publication  and  a  statement 
of  the  pertinent  facts  to  the  Office  of 
Mail  Classification,  Rates  & 
Classification  Department,  USPS 
Headquarters,  Washington,  DC  20260. 
The  Office  of  Mail  Classification  will 
then  decide  whether  the  publication 
qualifies  and  inform  the  local 
postmaster  and  the  publisher  of  its 
decision  and  the  reasons  for  that 
decision. 

440  Authorizations  and  Permits 

441  Original  Entry  for  Publishers  and 
News  Agents 

441.1  Application  Forms  and  Copies 
Filed 

.11  General.  An  application  must  be 
filed  by  the  publisher  before  a 
publication  will  be  considered  for 
second-class  authorization.  Copies  of  all 
application  forms  may  be  obtained  from 
the  local  postmaster.  The  headings  on 
the  forms  describe  the  information  the 
publisher  must  furnish.  Two  copies  of 
the  issue  described  in  the  application 
must  also  be  filed.  When  one-half  or 
more  of  the  total  copies  distributed  are 
purchased  by  news  agents  for  resale  or 
are  consigned  to  news  agents  for  sale, 
two  copies  each  of  at  least  four  issues 
must  be  filed  before  an  application  is 
either  approved  or  disapproved,  to 
demonstrate  compliance  with  the 
requirement  for  regular  issuance  at  least 
four  times  each  year.  If  the  publication 
is  printed  in  a  foreign  language,  a  brief 
translation  of  the  contents  of  the  copies 
must  be  furnished  with  the  application. 
Generally  a  synopsis  of  each  article  and 
advertisement  will  suffice. 

.12  General  Publications 

.121  Application.  An  application  for 
a  publication  which  seeks  authorization 
under  422.2  must  be  filed  on  Form  3501. 
Application  for  Second-Class  Mail 
Privileges  (pink  form),  at  the  post  office 
serving  the  known  office  of  publication. 
The  publisher  must  complete  all 
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applicable  items  on  Form  3501.  When 
one-half  or  more  of  the  total  copies 
distributed  are  purchased  by  news 
agents  for  resale  or  are  consigned  to 
news  agents  for  sale,  postmasters  will 
not  accept  an  application  on  Form  3501, 
unless  the  publisher  has  completed  the 
application  by  furnishing  all  of  the 
information  called  for  by  questions  30 
and  31. 

.122  Supporting  Information.  The 
publisher  must  maintain  records 
adequate  to  establish  that  the 
publication  is  not  primarily  designed  for 
free  circulation  or  circulation  at  nominal 
rates.  See  447  for  a  description  of  the 
types  of  records  needed  to  satisfy  this 
requirement.  The  postmaster  of  the 
office  of  application  will  review  the 
Form  3501  and  verify  the  accuracy  and 
adequacy  of  the  publisher’s  records.  A 
list  of  gift  subscriptions  and  other  items 
required  by  Form  3501  must  be 
furnished. 

.13  Publications  of  Institutions  and 
Societies.  An  application  for  a 
publication  which  seeks  authorization 
under  422.3  must  be  filed  on  Form  3502, 
Application  for  Second-Class  Mail 
Privileges  (yellow  form),  at  the  post 
office  serving  the  known  office  of 
publication.  The  information  indicated 
on  the  form  must  be  submitted  with  the 
application  to  establish  that  the 
publication  is  issued  by  one  of  the 
institutions  or  societies  listed  in  422.3. 
The  postmaster  will  verify  all  of  the 
information  on  the  application  form. 

(See  447  for  necessary  publisher 
records.) 

.14  Publications  Issued  By  State 
Departments  of  Agriculture.  An 
application  for  a  publication  which 
seeks  authorization  under  422.4  must  be 
filed  on  Form  3502  at  the  post  office 
serving  the  known  office  of  publication. 
Evidence  that  the  publication  is  issued 
by  a  state  department  of  agriculture 
must  accompany  the  application  (see 
447). 

.15  Foreign  Publications.  An 
application  for  a  publication  which 
seeks  authorization  under  422.5  must  be 
filed  on  Form  3501-A,  Application  to 
Mail  Publications  at  Second-Class 
Rates,  at  the  post  office  where  the 
mailings  are  to  be  made.  All  information 
requested  on  the  form  must  be  made 
available  by  the  publisher  or  the 
publisher's  agent  for  verification  (see 
447). 

.16  News  Agents.  A  news  agent  must 
file  application  Form  3501-A  before 
being  considered  for  authorization  to 
mail  at  the  second-class  rates.  All 
information  requested  on  the  form  must 
be  provided.  The  application  must  be 


filed  at  the  post  office  where  mailings 
are  to  be  made  (see  447). 

441.2  Granting  or  Denying  Applications 

.21  Responsibility.  The  Director, 
Office  of  Mail  Classification,  Rates  and 
Classification  Department,  USPS 
Headquarters,  rules  on  all  applications 
for  second-class  mail  privileges. 

.22  Granting  an  Application.  If  the 
Director  grants  an  application  for 
original  entry,  the  Director  will  notify 
the  postmaster  at  the  office  where  the 
application  was  bled,  and  the 
postmaster  will  notify  the  applicant. 
Before  taking  action  on  an  application, 
the  Director  may  ask  the  publisher  for 
additional  information  or  evidence  to 
complete  or  clarify  the  application.  The 
publisher's  failure  to  furnish  such 
information  is  sufficient  grounds  to  deny 
the  application.  Approval  of  an 
application  to  mail  at  second-class  rates 
does  not  represent  a  determination  by 
the  Postal  Service  that  a  publication  is 
mailable  pursuant  to  39  U.S.C.,  section 
3001(a);  and  18  U.S.C.,  sections  1461  and 
1463.  (See  Blount  v.  Rizzi,  400  U.S. 
410(1971).) 

.23  Denying  an  Application.  If  the 
Director  denies  an  application  for 
original  entry,  the  Director  will  notify 
the  publisher  specifying  the  reasons  for 
the  denial.  The  denial  becomes  effective 
15  days  from  receipt  of  the  notice  by  the 
publisher  unless  an  appeal  is  filed  with 
the  Docket  Clerk,  U.S.  Postal  Service, 
Washington,  DC  20260,  in  accordance 
with  the  provisions  of  39  CFR  Part  954, 
Rules  of  Practice  in  Proceedings 
Relative  to  the  Denial,  Suspension,  or  • 
Revocation  of  Second-Class  Mail 
Privileges.  A  copy  of  the  Rules  will  be 
included  with  any  notice  of  denial. 

441.3  Mailing  While  Application 
Pending 

.31  General.  A  publisher  or  news 
agent  may  not  mail  at  second-class  rates 
until  the  application  for  second-class 
mail  privileges  is  approved  by  the 
Director,  Office  of  Mail  Classification, 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  DC. 
The  postmaster  may  not  accept  mailings 
of  a  publication  at  the  second-class 
rates  for  which  an  original  entry 
application  is  pending  until  written 
authorization  is  received  from  the 
Director,  Office  of  Mail  Classification. 
Postage  at  the  applicable  first-,  third-,  or 
fourth-class  rates  must  be  paid  while  the 
application  is  pending.  Exception:  If  the 
publication  is  authorized  to  mail  at 
controlled  circulation  rates,  the 
publisher  may  continue  to.  pay 
controlled  circulation  postage  while  the 


second-class  application  for  the 
publication  is  pending. 

.32  Record  of  Postage  Paid.  If 
controlled  circulation  or  third-  or  fourth- 
class  postage  is  paid  through  a  trust 
account,  the  postmaster  will  keep  a 
record  of  such  mailings  on  Form  3503, 
Record  of  Deposits  Made  While  Second- 
Class  or  Controlled  Circulation 
Application  Is  Pending.  No  record  will 
be  kept  on  Form  3503  if  postage  is  paid 
at  first-class  rates  or  if  postage  is  not 
paid  through  a  trust  account. 

.33  Refund.  If  an  authorization  for 
second-class  mail  privileges  is  issued 
and  a  record  of  the  postage  paid  has 
been  kept  (see  441.32),  the  postmaster 
will  be  instructed  to  refund  to  the 
publisher  the  postage  paid  at  controlled 
circulation  or  third-  or  fourth-class  rates 
in  excess  of  the  second-class  rate  since 
the  effective  date  of  the  authorization. 

Note:  No  refunds  will  be  made: 

a.  If  the  application  is  denied; 

b.  If  postage  was  paid  at  first-class 
rates;  or 

c.  For  the  period  prior  to  the  effective 
date  of  the  authorization. 

441.4  Effective  Date.  The  effective  date 
of  the  original  entry  authorization  is  the 
date  of  the  application,  if  the  publication 
was  eligible  for  second-class  mail 
privileges  on  that  date,  or  the  date  of 
eligibility,  if  the  publication  became 
eligible  after  the  date  of  application. 

441.5  Revocation  or  Suspension  of 
Second-Class  Privileges 

.51  General.  The  Postal  Service  will 
revoke  the  entry  of  a  publication  as 
second-class  mail  whenever  it  finds, 
after  a  hearing,  that  the  publication  is  no 
longer  entitled  to  be  entered  as  second- 
class  mail. 

.52  Initial  Determination  and  Appeal. 
The  Director,  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters,  makes 
the  initial  determination  concerning  the 
suspension  or  revocation  of  a  second- 
class  entry  subject  to  an  appeal  and 
hearing  at  the  request  of  the  publisher. 
The  Director  may  ask  a  publisher  from 
time  to  time  to  submit  information 
bearing  on  the  publisher’s  right  to  retain 
a  second-class  entry  for  the  publication. 
When  the  Director  determines  that  a 
publication  4s  no  longer  entitled  to 
second-class  entry,  he  issues  a  ruling  of 
suspension  or  revocation  to  the 
publisher  at  the  last  known  address  of 
the  office  of  publication,  stating  the 
reasons  for  this  ruling.  The  ruling 
becomes  effective  15  days  from  receipt 
of  the  notice  by  the  publisher  unless  an 
appeal  is  filed  with  the  Docket  Clerk, 
U.S.  Postal  Service,  Washington,  DC 
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20260,  in  accordance  with  the  provisions 
of  39  GFR  Part  954,  Rules  of  Practice  in 
Proceedings  Relative  to  the  Denial, 
Suspension,  or  Revocation  of  Second- 
Class  Mail  Privileges.  A  copy  of  the 
Rules  will  be  included  with  any  notice 
of  revocation  or  suspension. 

.53  Procedures.  A  copy  of  the 
procedures  governing  administrative 
appeals  and  hearings  relative  to  the 
denial,  suspension,  or  revocation  of 
second-class  entry  may  be  obtained 
from  the  Director,  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  Washington,  DC  20260. 

442  Additional  Entry  Applications 

442.1  Application  Procedure.  A  written 
request  for  an  additional  entry  must  be 
filed  by  the  publisher  at  the  post  office 
where  the  publication  has  original 
second-class  entry.  A  form  is  not 
provided  for  an  additional  entry 
application.  The  requesf  may 
accompany  the  application  for  original 
entry  or  be  filed  at  a  later  time.  The 
request  must  include  the  following 
information; 

a.  Name  of  publication; 

b.  Frequency  of  issue: 

c.  Name  of  place  where  publication  is 
printed; 

d.  Name  of  the  additional  entry  post 
office: 

e.  Approximate  number  and  weight  of 
copies  to  be  mailed  at  the  additional 
entry  post  office:  and 

/.  Specific  geographic  area  to  be 
served  from  the  additional  entry  office. 
This  area  must  include  the  entire  local 
delivery  area  of  the  additional  entry 
office. 

442.2  Restrictions 

.21  Same  County.  An  additional 
entry  will  only  be  authorized  at  a  post 
office  located  in  the  same  county  in 
which  the  office  of  original  entry  is 
located  if  the  publication  is  entirely  or 
partly  produced  or  prepared  for  mailing 
at  the  additional  entry  office  (see  445  for 
application  for  exceptional  dispatch). 

.22  Transportation  Restrictions.  An 
additional  entry  will  be  authorized  only 
at  a  post  office  served  by  transportation 
facilities  which  will  enable  the  mailings 
to  be  effectively  and  economically 
handled  on  postal  transportation 
patterns. 

442.3  Granting  or  Denying  Applications 

.31  Responsibility.  The  Director, 
Office  of  Mail  Classification,  Rates  and 
Classification  Department.  USPS 
Headquarters,  rules  on  all  additional 
entry  applications. 

.32  Granting  an  Application.  If  the 
Director  grants  the  application,  he 


notifies  the  applicant  and  the 
postmasters  at  the  original  and 
additional  entry  offices.  Before  taking 
action  on  an  application,  the  Director 
may  ask  the  publisher  for  additional 
information  or  evidence  to  complete  or 
clarify  the  application.  The  publisher’s 
failure  to  furnish  such  information  is 
sufficient  grounds  to  deny  the 
application. 

.33  Denying  an  Application.  If  the 
Director  denies  an  application  for 
additional  entry,  he  notifies  the 
publisher  specifying  the  reasons  for  the 
denial.  The  denial  becomes  effective  15 
days  from  receipt  of  the  notice  by  the 
publisher  unless  the  publisher  files  an 
appeal  with  the  Assistant  Postmaster 
General,  Rates  and  Classification 
Department,  USPS  Headquarters. 
Washington,  DC  20260,  who  will  issue 
the  final  agency  decision. 

443  Applications  to  Mail  at  Special 
Second-Class  Rates 

443.1  General  Application  Procedures. 
A  publisher  may  apply  for  permission  to 
mail  at  the  special  rates  in  410.  The 
organizations  eligible  for  these  special 
rates  are  described  in  423.  A  written 
request  for  special  rates  must  be  filed  by 
the  publisher  at  the  post  office  where 
the  publication  has  original  second-class 
entry.  The  request  may  be  filed  jointly 
with  the  application  for  original  entry, 
filed  separately  at  the  office  of 
application  while  the  application  is 
pending,  or  filed  separately  at  the  office 
of  original  entry  after  a  publication  has 
been  granted  second-class  mail 
privileges. 

443.2  Specific  Application  Procedures 

.21  Special  Nonprofit  Rate.  A 
nonprofit  organization  or  association  (as 
described  in  423.1)  may  apply  to  the 
postmaster  for  the  special  nonprofit 
rates.  It  must  submit  evidence  to 
establish  its  nonprofit  status  and  to 
show  that  it  comes  within  one  of  the 
qualifying  categories  of  423.1. 

.22  Classroom  Rate.  A  publisher  of  a 
religious,  educational,  or  scientific 
publication  designed  for  use  in  school 
classrooms  or  in  religious  instruction 
classes  (as  described  in  423.2)  may 
apply  to  the  postmaster  for  the 
classroom  rate.  The  publisher  must 
submit  evidence  that  the  publication 
qualifies  for  this  rate. 

.23  Science  of  Agriculture  Rate.  A 
publisher  of  a  publication  designed  to 
promote  the  science  of  agriculture  may 
apply  to  the  postmaster  for  the  special 
zones  1  and  2  advertising  rate  described 
in  423.3.  The  publisher  must  submit 
evidence  that  the  publication  qualifies 
for  the  science  of  agriculture  rate. 


443.3  Granting  or  Denying  Applications 

.31  Responsibility.  The  Director, 
Office  of  Mail  Classification,  Rates  and 
Classification  Department,  USPS 
Headquarters,  rules  on  all  special 
nonprofit,  classroom,  and  science  of 
agriculture  rate  applications. 

.32  Granting  an  Application.  If  the 
Director  grants  the  application,  he 
notifies  the  postmaster  at  the  original 
entry  office  who  then  notifies  the 
applicant  and  any  additional  entry 
offices.  Before  taking  action  on  an 
application,  the  Director  may  ask  the 
publisher  for  additional  information  or 
evidence  to  complete  or  clarify  the 
application.  The  publisher’s  failure  to 
furnish  such  information  is  sufficient 
grounds  for  denying  the  application. 

.33  Denying  an  Application.  If  the 
Director  denies  an  application  for 
special  nonprofit,  classroom,  or  science 
of  agriculture  rate,  the  Director  will 
notify  the  publisher  specifying  the 
reasons  for  the  denial.  The  denial 
becomes  effective  15  days  from  receipt 
of  the  notice  by  the  publisher  unless  the 
publisher  files  an  appeal  with  the 
Assistant  Postmaster  General,  Rates 
and  Classification  Department,  USPS 
Headquarters,  Washington,  DC  20260, 
who  will  issue  the  final  agency  decision. 

443.4  Mailing  While  Application 
Pending 

.41  Application  for  a  Publication 
Already  Authorized  Second-Class  Entry 

.411  General.  A  publisher  or  news 
agent  may  not  mail  at  the  special 
nonprofit,  classroom,  or  science  of 
agriculture  rates  until  the  application  for 
such  privileges  is  approved  by  the 
Director,  Office  of  Mail  Classification, 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  D.C. 
(see  443.3).  'The  postmaster  may  not 
accept  mailings  of  a  publication  at  the 
special  rates  for  which  an  application  is 
pending  until  written  authorization  is 
received  from  the  Director,  Office  of 
Mail  Classification.  Postage  at  the 
regular  second-class  rate  must  be  paid 
while  the  special  rate  application  is 
pending. 

.412  Record  of  Postage  Paid.  The 
postmaster  will  keep  an  accounting  of 
the  difference  between  the  regular  rate 
postage  paid  and  the  applicable  postage 
at  the  special  rate  for  which  an 
application  is  pending. 

.413  Refund.  If  an  authorization  for 
special  second-class  mail  privileges  is 
issued,  the  postmaster  will  be  instructed 
to  refund  to  the  publisher  the  postage 
paid  at  the  regular  second-class  rates  in 
excess  of  the  applicable  special  rate 
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since  the  effective  date  of  the 
authorization. 

Note:  No  refunds  will  be  made: 

a.  If  the  application  is  denied;  or 

b.  For  the  period  prior  to  the 
effective  date  of  the  authorization. 

.42  Applications  for  Original  Entry 
and  Special  Rate  Entry  Filed 
Simultaneously 

.421  General.  A  publisher  or  news 
agent  may  not  mail  at  second-class, 
special  nonproflt,  classroom,  or  science 
or  agriculture  rates  until  the  applications 
for  such  privileges  are  approved  by  the 
Director,  Office  of  Mail  ClassiHcation. 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  D.C. 
(441.2,  443.3).  The  postmaster  niay  not 
accept  mailings  of  a  publication  at  any 
of  these  second-class  rates  for  which  an 
entry  application  is  pending  until 
written  authorization  is  received  from 
the  Director,  Office  of  Mail 
Classification.  Postage  at  the  applicable 
first-,  third-,  or  fourth-class  rates  must 
be  paid  while  the  applications  are 
pending.  Exception:  If  the  publication  is 
authorized  to  mail  at  controlled 
circulation  rates,  the  publisher  may 
continue  to  pay  controlled  circulation 
pdstage  while  the  second-class 
applications  for  the  publication  are 
pending. 

.422  Record  of  Postage  Paid.  If 
controlled  circulation  or  third-  or  fourth- 
class  postage  is  paid  through  a  trust 
account,  the  postmaster  will  keep  a 
record  of  such  mailings  on  Form  3503, 
Record  of  Deposits  Made  While  Second- 
Class  or  Controlled  Circulation 
Application  Is  Pending.  No  record  will 
be  kept  on  Form  3503  if  postage  is  paid 
at  first-class  rates  or  if  postage  is  not 
paid  through  a  trust  account. 

.423  Refund.  If  an  authorization  for 
second-class  original  entry,  and  for  a 
special  rate  entry,  if  applicable,  is  issued 
and  a  record  of  the  postage  paid  has 
been  kept  (see  443.422),  the  postmaster 
will  be  instructed  to  refund  to  the 
publisher  the  postage  paid  at  controlled 
circulation  or  third-  or  fourth-class  rates 
in  excess  of  the  authorized  rate  since 
the  effective  date  of  the  authorization. 
Note:  No  refunds  will  be  made: 

a.  If  the  application  is  denied; 

b.  If  postage  was  paid  at  first-class 
rates;  or 

c.  For  the  period  prior  to  the 
effective  date  of  the  authorization. 

.43  Effective  Date.  The  effective  date 
of  a  second-class  entry  authorization  is 
the  date  of  the  application  for  the  entry, 
if  the  publication  was  eligible  for  the 
applicable  entry  on  that  date,  or  the 
date  of  eligibility,  if  the  publication 


became  eligible  after  the  date  of 
application. 

443.5  Appeals.  A  copy  of  the 
procedures  governing  administrative 
appeals  and  hearings  relative  to  the 
denial,  suspension,  or  revocation  of 
second-class  entry  may  be  obtained 
from  the  Director,  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters, 
Washington,  DC  20260. 

444  Application  for  Reentry 

444.1  Form  3510.  An  application  for 
reentry  must  be  filed  on  Form  3510, 
Application  for  Reentry  of  Second-Class 
Publication,  whenever  the  name, 
frequency  of  issuance,  location  of  the 
known  office  of  publication,  or 
qualification  category  (see  422)  is 
changed.  When  the  name  or  frequency 
of  issuance  of  a  publication  is  changed, 
a  Form  3510  must  be  filed  at  the  post 
office  of  original  entry  with  two  copies 
of  the  publication  showing  the  new 
name  or  frequency.  When  the  location  of 
the  known  office  of  publication  is 
changed,  a  Form  3510  must  be  filed  at 
the  new  mailing  office,  with  two  copies 
of  the  publication  showing  the  name  of 
the  new  office  as  the  known  office  of 
publication.  A  reentry  application  need 
not  be  filed  if  the  knowm  office  of 
publication  is  moved  to  a  location 
served  by  the  same  post  office.  An 
application  for  reentry  is  not  required 
when  only  the  ownership  of  a 
publication  is  changed  unless  the 
change  disqualifies  the  publication  for 
an  entry  which  was  authorized  under 
422.3. 

444.2  Changing  Qualification 
Categories 

.21  General  to  Institutions  and 
Societies.  When  a  publication 
authorized  under  422.2  wishes  to  change 
its  authorization  to  422.3,  the  publisher 
must  file  a  Form  3510  and  Form  3502, 
Application  for  Second-Class  Mail 
Privileges  (yellow  form),  at  the  office  of 
original  entry  with  accompanying 
evidence  to  establish  that  the 
publication  is  actually  issued  by  one  of 
the  institutions  and  societies  described 
in  422.3. 

.22  Institutions  and  Societies  to 
General.  When  a  publication  authorized 
under  422.3  wishes  to  change  its 
authorization  to  422.2,  the  publisher 
must  submit  Form  3510  and  Form  3502, 
Application  for  Second-Class  Mail 
Privileges  (pink  form),  at  the  office  of 
original  entiy.  The  postmaster  will 
verify  the  circulation  records  of  the 
publisher  and  complete  the  application 
to  determine  whether  the  publication 


meets  the  paid  circulation  requirements 
of  422.22. 

444.3  General  Advertising.  When  a 
publication  authorized  under  422.3  with 
no  provision  for  general  advertising 
wishes  to  be  authorized  to  carry  general 
advertising,  the  publisher  must  file 
Forms  3510  and  3502,  with  all  circulation 
data  completed,  at  the  office  of  original 
entry.  The  postmaster  will  verify  the 
publisher’s  records. 

444.4  Acceptance  After  the  Application 
is  Filed.  Copies  of  a  second-class 
publication  will  be  accepted  for  mailing 
at  the  second-class  postage  rates  while 
the  application  for  reentry  is  pending. 

444.5  Granting  or  Denying  an 
Application 

.51  Responsibility.  The  Director. 
Office  of  Mail  Classification,  Rates  and 
Classification  Department,  USPS 
Headquarters,  rules  on  all  reentry 
applications. 

.52  Granting  an  Application.  If  the 
Director  grants  the  application,  he 
notifies  the  postmaster  at  the  original 
entry  office  who  then  notifies  the 
applicant  and  any  additional  entry 
offices.  Before  taking  action  on  an 
application,  the  Director  may  ask  the 
publisher  for  additional  information  or 
evidence  to  complete  or  clarify  the 
application.  The  publisher’s  failure  to  • 
furnish  such  information  is  sufficient 
grounds  for  denying  the  application. 

.53  Denying  an  Application.  If  the 
Director  denies  a  reentry  application,  he 
notifies  the  publisher  specifying  the 
reasons  for  the  denial.  The  denial 
becomes  effective  15  days  from  receipt 
of  the  notice  by  the  publisher,  unless  the 
publisher  files  an  appeal.  Appeals 
concerning  changes  of  name,  frequency, 
or  known  office  of  publication  are  filed 
with  the  Assistant  Postmaster  General, 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  DC 
20260.  who  issues  the  final  agency 
decision.  Appeals  concerning 
qualification  category  changes  are  made 
in  accordance  with  441.23. 

445  Application  for  Exceptional 
Dispatch 

445.1  General.  The  Postmaster  of  an 
entry  post  office  may  authorize  a 
publisher  to  deliver  copies  of  a  second- 
class  publication,  at  the  publisher’s  own 
expense  and  risk,  from  the  post  office  of 
original  entry  or  post  office  of  additional 
entry  to  other  post  offices.  This 
provision  is  intended  for  short  haul  local 
distributions  and  is  not  to  be  used  to 
circumvent  additional  entry 
requirements. 
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445.2  Application.  The  publisher  must 
file  an  application  for  such  exceptional 
dispatch  at  the  office  of  original  or 
additional  entry  where  the  postage  is 
paid  on  the  copies  to  be  transported. 

The  application  must  fully  explain  the 
proposed  exceptional  dispatch  and  may 
be  filed  jointly  with  applications  for 
original  entry,  reentry,  or  special  rates, 
or  separately.  A  form  is  not  provided  for 
this  application. 

445.3  Approval  or  Denial.  The 
postmaster  at  the  office  of  original  or 
additional  entry  will  approve  or  deny 
the  application  on  the  basis  of  whether 
the  requested  exceptional  dispatch  will 
improve  service  and  not  add  to  USPS 
costs.  This  postmaster  wilt  notify  other 
post  offices  concerned  and  the  sectional 
center  manager  of  the  approved 
arrangements  and  include  a  list  detailing 
how  the  sacks  or  outside  bundles  will  be 
labeled,  the  mode  of  dispatch,  arrival 
particulars,  and  the  approximate  total 
number  of  copies.  Copies  will  not  be 
accepted  at  another  office  directly  from 
the  publisher  until  the  postmaster  at  the 
entry  office  w'here  postage  will  be  paid 
has  made  proper  notification  as 
provided  above. 

445.4  Verification.  Upon  request  by  the 
entry  office,  the  accepting  office  will 
verify  the  number  of  copies  received 
directly  from  the  publisher.  The  entry 
office  request  will  be  made  at  least  once 
every  6  months  and  include  the  issue  to 
be  verified.  The  results  of  this 
verification  and  any  noticeable  change 
in  the  number  of  copies  received  at 
other  times  will  be  immediately  reported 
to  the  entry  office  where  postage  is  paid. 
Denial  of  an  application  for  exceptional 
dispatch  may  be  appealed  to  the 
Director,  Office  of  Mail  Classification, 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  DC 
20260  who  will  issue  the  final  agency 
ruling. 

446  Revocation  of  Additional  Entry, 
Special  Second-Class  Privileges, 

Reentry,  and  Exceptional  Dispatch.  The 
Director,  Office  of  Mail  Classification, 
Rates  and  Classification  Department, 
USPS  Headquarters,  shall  revoke  an 
authorization  for  additional  entry, 
special  second-class  privileges  or 
exceptional  dispatch  whenever  the 
Director  finds  that  a  publication  is  no 
longer  entitled  to  such  authorization. 
Whenever  the  Director  revokes  any  such 
authorization,  the  Director  will  notify 
the  publisher  specifying  the  reasons  for 


the  revocation.  The  revocation  becomes 
effective  15  days  from  receipt  of  the 
notice  by  the  publisher  unless  an  appeal 
is  filed.  Appeals  concerning 
authorization  to  mail  at  a  second-class 
rate  must  be  made  in  accordance  with 
441.23.  All  other  appeals  must  be  filed 
with  the  Assistant  Postmaster  General, 
Rates  and  Classification  Department, 
USPS  Headquarters,  Washington,  DC 
20260,  who  will  issue  the  final  agency 
decision. 

447  Maintenance  and  Verification  of 
Publisher  Records 

447.1  Eligibility  Records.  The  publisher 
must  maintain  records  adequate  to 
substantiate  the  information  required  on 
Form  3501,  Application  for  Second-Class 
Mail  Privileges  (pink  form),  (see  Exhibit 
447),  or  any  other  form  required  to 
confirm  eligibility  for  entry  of  the 
publications  at  second-class,  special 
nonprofit,  classroom,  or  science  of 
agriculture  rates.  W'here  applicable,  the 
records  must  be  adequate  to  establish 
that  the  publication  is  not  designed 
primarily  for  free  circulation  or 
circulation  at  nominal  rates.  If  the 
publication  is  authorized  to  carry 
general  advertising  the  publisher  must 
maintain  a  list  of  legitimate  subscribers. 

447.2  Information  Requirements. 
Records  must  be  available  from  which 
the  Postal  Service  can  determine: 

a.  The  number  of  copies  printed: 

b.  The  manner  of  distribution  and 
disposition  of  alt  copies; 

c.  The  accuracy  of  the  zone 
distribution  shown  on  the  mailing 
statement;  and 

d.  The  existence,  for  a  publication 
authorized  to  carry  general  advertising, 
of  a  list  of  legitimate  subscribers  who 
have  paid  more  than  a  nominal 
subscription  price. 

447.3  Types  of  Records.  The  following 
are  examples  of  the  types  of  records  a 
publisher  should  maintain: 

a.  Print  orders. 

b.  Invoices  showing  the  total  number 
of  copies  printed. 

c.  Individual  and  bulk  orders  for 
subscriptions  and  samples. 

d.  Newstand  sales  and  returns. 

e.  Stubs  or  copies  of  receipts  issued. 

f.  Vending  machine  sales  and  returns. 

g.  Sales  records  and  returns  for  over 
the  counter  sales. 

b.  Cash  books,  bank  deposit  receipts, 
or  similar  records. 

i.  Records  of  copies  of  the  publication 
destroyed. 


447.4  Verification  Requirements. 
Postmasters  of  original  entry  offices  will 
review  and  verify  publisher’s  records  on 
a  periodic  basis  and  whenever  evidence 
indicates  the  publication  may  be 
ineligible  for  second-class  entry.  The 
primary  objective  is  to  confirm  that  the 
number  of  copies  mailed  to  each  zone  is 
accurately  shown  on  mailing  statements, 
and  that  the  proper  postage  is  being 
paid.  Another  objective  is  to  verify  that 
any  second-class  publications 
authorized  to  carry  general  advertising 
meet  the  applicable  circulation  and 
subscriber  requirements  of  422. 
Publishers  must  make  records  available, 
as  necessary,  to  verify  this  information. 

447.5  Verification  Procedures 

.51  Verification  of  the  publisher’s 
records  may  be  done  by  Postal  Service 
audit  or  by  certain  independent  audit 
bureaus.  'The  Postal  Service  currently 
has  agreements  with  several  audit 
bureaus  under  which  it  accepts  their 
audits  as  meeting  the  verification 
requirements.  The  audit  procedures  used 
by  these  audit  bureaus  are  essentially 
the  same  as  those  followed  by  the  Postal 
Service. 

.52  Publishers  who  desire  to  have  * 
verifications  performed  by  one  of  these 
independent  audit  bureaus  should  make 
their  request  directly  to  the  audit 
bureau.  The  audit  bureau  will  then 
coordinate  the  audit  through  Postal 
Service  Headquarters.  The  Office  of 
Mail  Classification  will  advise 
postmasters  of  any  publications  having 
original  entry  at  their  offices  which  will 
be  audited  by  an  independent  audit 
bureau.  This  notification  authorizes  the 
postmaster  to  forego  annual  verfication 
of  those  publications  for  the  year 
verified  by  the  audit  bureau. 

447.6  Distribution  Records  for  Presort 
Levels  B,  C,  and  E.  See  464.6 

448  Statement  of  Ownership, 
Management,  and  Circulation 

448.1  Filing  Requirements.  All  publishers 
of  publications  having  second-class 
mailing  privileges,  including  publishers 
of  foreign  publications  accepted  at 
second-class  rates  (see  422.5),  must  file 
on  or  before  the  first  day  of  October  of 
each  year,  a  Form  3526,  Statement  of 
Ownership,  Management,  and 
Circulation,  in  duplicate,  at  the  post 
office  where  the  original  second-class 
permit  is  authorized. 

448.2  Information  Required.  The 
information  provided  on  Form  3526  must 
be  sufficient  to  determine  whether  the 
publication  meets  the  standards  for 
second-class  mail  privileges.  This 
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includes,  but  is  not  limited  to  the 
following: 

a.  The  identity  of  the  editor,  managing 
editor,  publishers,  and  owners: 

b.  The  identity  of  the  corporation  and 
stockholders  thereof,  if  the  publication 
is  owned  by  a  corporation: 

c.  The  identity  of  any  further 
corporations,  and  the  stockholders 
thereof,  which  own  at  least  25  percent  of 
the  stock  of  a  corporation  owning  the 
publication: 

d.  The  identity  of  known  bondholders, 
mortgagees,  and  other  security  holders: 
and 

e.  The  extent  and  nature  of  the 
circulation  of  the  publication,  including, 
but  not  limited  to,  the  number  of  copies 
distributed,  the  methods  of  distribution, 
and  the  extent  to  which  such  circulation 
is  paid  in  whole  or  in  part. 

Note:  The  names  of  persons  owning 
less  than  one  percent  of  the  total 
amount  of  stocks,  bonds,  mortgages,  or 
other  securities  need  not  be  reported. 

448.3  Publication  Requirements 

.31  General  Publications.  F.ach 
owner  of  a  publication  having  second- 
class  mail  privileges  under  422.2 
[General  Publications)  must  publish  the 
complete  statement  of  ownership, 
containing  all  information  required  by 
Form  3526,  in  the  second  issue  thereafter 
of  the  publication  to  which  it  relates. 
This  may  be,  but  is  not  required  to  be,  a 
reproduction  of  the  Form  3526 
submitted. 

.32  Other  Publications.  Publications 
entered  under  the  provisions  of  422.3 
[Publications  of  Institutions  and 
Societies),  422.4  [Publications  Issued  by 
State  Departments  of  Agriculture),  or 
422.5  [Foreign  Publications)  need  not 
publish  a  statement  of  ownership. 

448.4  Other  Forms  Required.  Form  15, 
Second-Class  Publisher's  Statement  of 
Number  of  Copies,  and,  if  applicable. 
Form  15E,  Second-Class  Publication, 
Foreign  Destinations-Postage  Affixed, 
must  also  be  completed  and  filed  for  the 
mailings  for  which  a  Form  3526  was 
prepared,  if  the  mailings  are  made  at  a 
post  office  designated  in  the  Revenue/ 
Cost  Analysis  System,  whether  the 
office  is  an  original  or  additional  entry 
office.  Completion  of  Forms  15  and  15E 
is  not  required  for  publications  whose 
application  for  second-class  original 
entry  is  pending. 
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U.  S.  POSTAL  SERVICE 


APPLICATION  FOR  SECOND-CLASS  MAIL  PRIVILEGES 


SECTION  I  -  TO  BE  COMPLETED  BY  APPLICANT 


I.  title  of  publication 


a.  FULL  NAME  OF  PUBLISHER 


a.  FULL  NAME  OF  OWNER 


4.  IF  OWNED  BY  A  FIRM.  GIVE  THE  NAME  OF  THE  FIRM  AND  THE  NAME  OF  EACH  MEMBER  THEREOF.  IF  OWNED  BY  A 
CORPORATION.  GIVE  THE  NAME  OF  EACH  OWNER  OR  HOLDER  OF  I  PERCENT  OR  MORE  OF  THE  STOCK. 


9.  LOCATION  OF  THE  KNOWN  OFFICE  OF  PUBLICATION  (Street,  City,  coufity.  State  and  /.IP  code^ 


•.  LOCATION  OF  THE  HEADQUARTERS  OR  GENERAL  BUSINESS  OFFICES  OF  THE  PUBLISHERS  (Not  printers) 


7.  ANNUAL  SUBSCRIPTION  |  80.  FREQUENCY  OF  ISSUE 
PRICE 


9.  NUMBER  OF  ISSUES  WHICH 
HAVE  BEEN  PUBLISHED 


10.  ARE  ANY  OF  THE  OWNERS  OR  STOCKHOLDERS  INTERESTED  FINANCIALLY  IN  ANY  BUSINESS  OR  TRADE  REPRESENTED 
BY  THE  PUBLICATION?  (Check  one)  IF  SO,  WHAT  IS  THE  INTEREST? 

□  YES  n  NO 


II.  HAVE  ANY  OF  THE  PERSONS  OR  CONCERNS  WHICH  ADVERTISE  IN  THE  PUBLICATION  ANY  INTEREST  THEREIN?  (Check  one) 
IF  SO,  WHAT  IS  the  interest? 

□  YES  □  NO 


12.  IS  MORE  THAN  ONE  COPY  OF  EACH  ISSUE  FURNISHED  TO  ANY  ONE  ADVERTISER  THEREIN?  (Check  One)  IF  SO.  STATE  THE 
NUMBER  OF  COPIES  FURNISHED  AND  THE  REASONS  THEREFOR. 

□  YCS  □  NO 


tJ.I  certify  that  the  statements  made  by  me  above  and  on  the  reverse  of  this  application  are  correct  and  complete.  Items  I  tluough  12  and  19 
through  36  have  been  completed  by  me.  Penalty  for  false  evidence  is  up  to  SoOO.  (Sec  1722.  18  USC) 


14.  DATE  OF  REPORT 


SECTION  II  -  TO  BE  COMPLETED  BY  POSTMASTERS 


19.  DATE  OF  FIRST  MAILING  UNDER  DEPOSITS  16.  AMOUNT  OF  APPLICATION  FEE  PAID 
AFTER  APPLICATION  WAS  FILED 


17.  POST  OFFICE  ADDRESS  AND  TELEPHONE  NUMBER 


18.  LIST  AND  DESCRIBE  PUBLISHER'S  RECORDS  CHECKED.  (Specify  cxactly  hTij/  rccords  were  reviewed.) 


POSTMASTER  (Signature) 
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SECTION  III  -  SUBSCRIPTION  DATA 


PUBLISHER  TO  complete  COLUMNS  (A)  AND  (Bl 


TOTAL  NUMBER  COPIES  PRINTED  OP  THE  ISSOC_ 
I  ACCOMPANYING  THIS  APPLICATION 


SUBSCRIPTIONS  RCCEIVED  BY  TMC  PUBLISHER  AT  THE  FULL  ADVERTISED 
SUBSCRIPTION  PRICE  OIRCCTLV  FROM  THE  PERSONS  TO  WHOM  THE  PUBLICATION 
IS  SENT  _ 


SUBSCRIPTIONS  RECEIVED  UNDER  OFFER  OF  A  PREMIUM  OR  OTHER  REDUCTION 
ARRANGEMENT 


0ESCRIPT10^'  OF  PREMIUM  ITEM  OR  REDUCTION  ARRANGEMENT 


I  COST  PER  PREMIUM  ITEM  TO  RETAIL  VALUE 
I  PUBLISHER  $ 


VALUE  REPRESENTEO 

s 


SUBSCRIPTIONS  PAID  FOR  WITH  DUES  OR  CONTRIBUTIONS  (Attach  printed  COpiBS 
of  forms  us«d  for  taking  these  subscriptions) 


I  SUBSCRIPTIONS  RECEIVED  THROUGH  AGENTS 


PRICE  PAID  BY  SUBSCRIBER 


COPIES  FURNISHED  ACTUAL  ADVERTISERS  IN  THIS  ISSUE  TO  PROVE  INSERTION 
OF  ADVERTISEMENTS 

COPIES  SENT  AS  EXCHANGES  WITH  OTHER  PUBLICATIONS.  ONE  COPY  FOR 
ANOTHER 

COPIES  SENT  TO  PERSONS  WHOSE  SUBSCRIPTIONS  WERE  PAID  FOR  BY  OTHERS 
(Attach  separate  sheet  thowif>g:  (1)  who  paid  for  these  subscriptions.  (2)  the  price  paid,  and 
(3)  the  purpose  for  which  the  copies  were  sent) 


SINGLE  COPIES  SOLD  OVER  PUBLISHER'S  COUNTER 


,  PFR  COPY  PRICE  PAID  BY  NEWSBOYS 


ICOPIES  SOLO  BY  NEWSBOYS 


COPIES  PURCMAStO  BY  NEWS  AGENTS  FOR  RESALE  WITHOUT  RETURN  PRIVILEGE 

PER  COPY  PRICE  PAID  BY  NEWS  AGENTS 


COPIES  CONSICNEO  TO  NEWS  AGENTS 
IwiTH  RETURN  PRIVILEGE 


NUMBER  RETURNED  TO  PUBLISHER 


NUMBER  OF  COPIES  SOLD 
BY  NEWS  AGENTS  — 


PER  COPY  PRICE  PAID  BY 


COPIES  PURCHASED  IN  BULK  BY  OTHER  THAN  NEWS  AGENTS  OR  NEWSBOYS 
31.  I  (Attach  separate  sheet  showing:  (1)  who  purchased  these  copies.  (2)  the  price  paid,  and  (3) 
I  the  purpose  for  which  the  copies  were  purchased) 


!  COPIES  SENT  IN  FULFILLMENT  OF  SUBSCRIPTIONS  RECEIVED  INA  MANNER 
i  OTHER  THAN  COVERED  ABOVE  ^  ’ 

I  THESE  SueSCRIPTlOHS  WERE  OBTAINED  IN  THE  FOLLOWING  MANNER 


TOTAL  PAID  CIRCULATION 


SUBSCRIPTIONS  INCLUDED  IN  ITEMS  20  THROUGH  32  INCLUSIVE.  WHICH  EXPIRED 
MORE  THAN  S  MONTHS  AGO  AND  WHICH  HAVE  NOT  BEEN  EXPRESSLY  RENEWED 


TOTAU  SAMPLE  COPIES  DISTRIBUTED  (IN  THE  MAILS  OR  OTHERWISE) 


DESCRIBE  THE  DISPOSITION  OF  THE  REMAINING  COPIES  HERE  AND  ENTER 
AMOUNTS  REMAINING  IN  COLUMN  |B| 


postmaster 
TO  complete 

COl  UMN  (C) 


Exhibit  447  (p,  2)— Form  3501,  Application  For  Second-Class  Mail  Privileges 
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448.5  Failure  to  Submit  Required 
Information  or  Forms.  A  publication 
which  fails  to  comply  with  the 
requirements  of  448.1  through  448.4 
within  10  days  after  notice  by  certified 
mail  of  the  failure,  may  not  be  mailed  at 
the  second-class  rates  until  it  has  come 
into  compliance. 

449  Fees 

The  appropriate  fees  (see  412.1)  must 
accompany  applications  for  second- 
class  original  or  additional  entry, 
reentry,  or  for  registration  as  a  news 
agent.  If  an  application  is  not  approved, 
no  part  of  the  fee  or  fees  (as 
appropriate)  is  returned  to  the  applicant. 

450  Physical  Limitations 

There  are  no  physical  limitations 
other  than  those  contained  in  127  and 
421  for  second-class  publications 
addressed  to  domestic  destinations. 
Publication  42,  International  Moil, 
prescribes  weight  limits  for  mailings  to 
foreign  destinations. 

460  Preparation  Requirements 

461  Identification  Statements  in  Copies 

461.1  Information  Required.  Copies  of 
publications  entered  as  second-class 
mail  and  copies  of  publications  awaiting 
approval  of  their  application  for  second- 
class  mail  privileges  must  have  an 
identification  statement  conspicuously 
shown  in  type  no  smaller  than  can  be 
easily  read:  (1)  on  one  of  the  first  five 
pages  (preferably  in  the  masthead)  or  (2) 
in  the  masthead  on  the  editorial  page 
(provided  the  location  of  the  editorial 
page  is  shown  on  the  front  page  of  the 
publication  in  the  table  of  contents).  The 
identification  statement  must  contain  all 
of  the  following  items: 

a.  Name  of  Publication  and 
Publication  Number.  The  publication 
number  includes  an  alpha  prefix  and  is 
to  be  within  parentheses  immediately 
following  or  below  the  name  of  the 
publication;  for  example,  THE  WEEKLY 
JOURNAL  (ISSN  9876-543X)  or  THE 
CIVIC  BULLETIN  (USPS  876-690).  The 
publication  number  will  be  furnished  by 
the  Office  of  Mail  Classification,  Rates 
and  Classification  Department,  USPS 
Headquarters,  and  must  be  included 
within  90  days  of  the  notification.  The 
publication  number  may  be  omitted  if  it 
appears  on  the  front/cover  page. 

b.  Date  of  Issue.  The  date  of  issue  may 
be  omitted  if  it  appears  on  the  front/ 
cover  page. 

c.  Statement  of  Frequency 

d.  Issue  Number.  Every  issue  of  each 
publication  must  be  numbered 
consecutively.  The  consecutive 
numbering  of  published  issues  may  not 


be  broken  by  assigning  numbers  to 
issues  unavoidably  omitted.  The  issue 
number  may  be  omitted  if  it  appears  on 
the  front/cover  page. 

e.  Subscription  Price.  If  the 
publication  has  one. 

f.  Name  and  Address  of  Known  Office 
of  Publication.  Including  street  number, 
street  name,  and  ZIP  Code.  The  street 
name  and  number  are  optional  if  there  is 
no  letter  carrier  service.  The  known 
office  of  publication  must  be  clearly 
distinguishable  from  the  names  of  other 
offices  of  the  publication.  If  there  is  no 
United  States  Post  Office  at  the  place 
where  published  (foreign  publication) 
the  name  of  the  post  office  where  mailed 
must  be  shown  as  the  office  of 
publication. 

g.  Second-Class  Imprint.  Which  reads 

"Second-Class  Postage  Paid  at . ”  If  a 

publication  is  mailed  at  two  or  more 
offices,  the  imprint  must  read  “Second- 

Class  Postage  Paid  at . and  at 

additional  mailing  offices”. 

h.  Notice  of  Pending  Application.  If 

copies  are  mailed  while  an  application 
is  pending,  a  notice  must  be  included 
which  reads  “Application  To  Mail  At 
Second-Class  Postage  Rates  Is  Pending 
At . ". 

/.  Mailing  Address  For  Change  of 
Address  Orders.  A  statement,  in  normal 
text  type  of  the  publication,  indicating 
where  change  of  address  orders  are  to 
be  sent,  which  reads:  “POSTMASTER: 
Send  address  changes  to  (Publication 
name  and  mailing  address)”.  See  463.4 
regarding  publications  which  are 
wrapped. 

461.2  Sample  Format.  In  the  example 
below  the  publisher’s  known  office  of 
publication  is  located  in  Washington, 
DC,  where  circulation  records  must  be 
made  available  for  postal  examination. 
The  fulfillment  office  is  located  at 
Boulder,  Colorado. 

Example:  The  following  is  an  example 
of  an  appropriate  identification 
statement  format: 

‘THE DAILY  TIMES  (ISSN  7132-698X)  is 
published  daily  except  Sundays  and  holidays 
for  $28  per  year  by  Wright  News,  Co.,  123 
Main  Avenue,  Washington,  DC  20024. 
Second-class  postage  paid  at  Washington, 

DC  and  additional  mailing  offices. 
POSTMASTER:  Send  address  changes  to 
THE  DAILY  TIMES.  P.O.  Box  4.  Boulder.  CO 
80302.” 

462  Preparation 

462,1  Folding.  Publishers  are 
encouraged  to  fold  publications  to  a  size 
not  larger  than  11%  by  14 y2  inches, 
when  practical.  A  quarter  fold  in 
newspaper  size  publications  or  a  one- 
half  fold  in  tabloid  or  smaller 
publications  should  normally  achieve 


these  dimensions.  Publications  should 
not  be  rolled. 

462.2  Wrapping 

,21  Individually  addressed  copies 
not  wrapped  or  tied  together  as  a 
package  by  the  mailer  as  required  by 
464.1  must  be  enclosed  in  wrappers  or 
envelopes. 

.22  All  single  copies  addressed  to 
Army  or  Air  Force  post  offices  must  be 
enclosed  in  wrappers  or  envelopes. 

.23  Publishers  are  encouraged  to 
place  publications  of  small  size  or  of 
flimsy  nature  in  envelopes. 

.24  White  or  other  light-colored 
paper  must  be  used  for  wrapping.  Old 
newspapers  may  not  be  used. 

.25  Second-class  mail  must  be 
prepared  so  that  it  can  be  easily 
examined.  Mailing  of  publications  at 
second-class  rates  of  postage  is  consent 
by  the  sender  to  postal  inspection  of  the 
contents  whether  loose,  or  inserted  in 
envelopes,  wrappers,  or  other  covers. 
Mailers  who  want  to  insure  that 
publications  are  not  opened  for  postal 
inspection  must  pay  first-class  rates  of 
postage,  and  should  plainly  mark ^F/rsf- 
Class  or  some  similar  endorsement  on 
the  envelope,  wrapper,  or  cover. 

462.3  Addressing 

.31  Each  piece  including  the  top  copy 
of  a  firm  package  (see  464.11)  must  bear 
the  name  and  address  of  the  subscriber. 
The  address  must  include  the  ZIP  Code. 
Exception:  the  ZIP  Code  may  be  omitted 
from  pieces  bearing  a  simplified  address 
in  accordance  with  122.41;  pieces 
presorted  and  bundled  by  the  mailer  to 
city,  rural,  or  highway  contract  carrier 
routes;  and  pieces  presorted  to  five-digit 
ZIP  Code  destinations  consisting  of 
either  a  post  office  having  one  ZIP  Code 
or  the  ZIP  Code  delivery  unit  in  multi- 
ZIP  coded  post  offices. 

.32  The  name  of  the  post  office  and 
State  should  be  the  most  prominent  part 
of  the  address. 

.33  All  pieces  should  be  addressed  in 
a  legible  hand  or  plain  type  not  smaller 
than  10  point.  Black  or  other  strongly 
contrasting  ink  should  be  used. 
Addresses  should  not  be  written  in 
pencil. 

.34  White  or  other  light-colored 
paper  must  be  used  for  address  strips, 

.35  Addresses,  including  address 
strips,  must  be  placed  in  a  visible 
position  either  on  the  wrapper  or 
envelope  or  directly  on  the  copies. 

When  the  address  is  placed  on  the 
wrapper,  it  must  appear  on  a  flat  side 
and  never  on  the  fold. 

.36  Addresses  must  be  placed  on  the 
front  or  back  cover  so  that  they  may  be 
easily  read.  It  is  suggested  they  be 
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placed  so  that  when  the  bound  (or  ^ 
folded)  edge  is  grasped  in  the  right  hand, 
the  address  should  be  along  the  bound 
edge  or  the  top  edge  near  the  bound 
edge  as  illustrated  in  Exhibit  462.36. 

463  Marking 

463.1  Marking  of  Paid  Reading  Matter 

.11  General.  Editorial  or  other 
reading  matter  contained  in  publications 
entered  as  second-class  mail  and  for 
publication  of  which  a  valuable 
consideration  has  been  paid,  accepted, 
or  promised  must  be  plainly  marked 
advertisement  by  the  publisher.  Editors 
or  publishers  who  print  editorial  or 
other  reading  matter  for  which  they  • 
have  been  paid  or  promised  a  valuable 
consideration  without  plainly  marking  it 
advertisement,  shall  be  subject  to  a  fine 
of  not  more  than  $500.  (18  U.S.C.  1734). 

.12  More  Than  One  Page.  When  a 
single  item  of  paid  editorial  or  other 
reading  matter  occupies  more  than  one 
page  it  need  only  be  marked 
advertisement  on  the  first  page. 

.13  Included  In  a  Statement.  The 
word  advertisement  may  be  included  as 
part  of  a  statement  which  explains  why 
the  material  is  marked  advertisement. 
However,  such  a  statement  must  be 
prominent  on  the  first  page  of  the 
material  and  the  word  advertisement  in 
the  statement  must  be  in  bold  or 
italicized  print,  or  otherwise  given 
emphasis  so  it  can  be  plainly  seen. 

463.2  Notice  of  Entry.  Sealed  or 
unsealed  envelopes  used  as  wrappers 
and  sealed  covers  must  show  a  notice  of 
entry  in  the  upper  right  corner  of  the 
address  area.  The  upper  left  corner  must 
show  the  name  of  the  publication 
followed  immediately  by  the  publication 
number  furnished  by  the  Office  of  Mail 
Classification.  Rates  and  Classification 
Department.  USPS  Headquarters,  and 
the  mailing  address  to  which 
undeliverable  copies  or  change  of 
address  notices  are  to  be  sent.  The 
publication  number  includes  an  alpha 
prefix  and  is  to  be  within  parentheses; 
for  example.  THE  NATIONAL  WEEKLY 
(ISSN  9876-543X)  or  THE  COMMUNITY 
JOURNAL  (USPS  123-456).  See  461.1f 
and  463.4  for  additional  instructions.  An 
alternative  to  printing  these  required 
endorsements  on  the  wrapper  is  to  print 
them  directly  on  the  outside  of  the 
publication,  provided  they  can  be 
readily  recognized  and  easily  read  when 
the  wrapper  is  in  place.  This  permits  the 
use  of  clear  plastic  wrappers  and 
opaque  sleeves  which  only  partially 
cover  the  publication. 

463.3  Return  Postage  Guaranteed. 
Publishers  who  desire  return  postage 


guarariteed  service  must  mark  their 
publications  as  described  in  493. 

463.4  Requests  for  Change  of  Address. 
Publishers  may  place  requests  for 
change  of  address  information  from 
subscribers  on  wrappers  or  envelopes 
containing  copies  of  second-class 
publications.  A  statement  reading 
substantially  as  follows  may  be  printed 
on  the  wrappers  or  envelopes: 

Moving?  Send  the  address  label  with  your 
corrections  to:  (Name  and  address  of 
publisher) 

463.5  Publications  Authorized 
Newspaper  Treatment.  Publications 
authorized  newspaper  treatment  (see 
432)  may  be  endorsed  (on  the  cover  or 
wrapper)  as  follows:  Newspaper, 
Newspaper  Treatment,  Newspaper 
Handling,  or  Newsletter.  In  addition, 
sacks  containing  these  publications 
must  be  plainly  labeled  Newspapers  or 
News. 

464.  Presort  Requirements  (See  Exhibit 
464) 

464.1  Packaging  Requirements 

.11  Firm  Packages.  When  there  are 
two  or  more  copies  for  the  same  address 
they  must  be  made  up  into  one  package 
if  only  one  piece  rate  is  paid  for  the 
group.  Affix  blue  label  F  (see  464.19). 
When  there  is  more  than  one  package 
sent  to  one  address,  mailers  are  allowed 
to  include  a  package  identification 
notice  such  as  1  of  4,  2  of  4,  etc.,  on  the 
package  wrapper,  provided  such 
endorsement  does  not  interfere  with  the 
clarity  of  the  address. 

.12  5-Digit  Packages.  When  there  are 
six  or  more  copies  for  the  same  5-digit 
ZIP  Code  destination,  they  must  be 
made  up  into  5-digit  packages.  Mailers 
are  encouraged  to.  but  are  not  required 
to,  affix  red  label  D. 

BILLING  CODE  7710-12-M 
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.13  Loose  Packing.  Management 
sectional  center  (MSC)  managers  may 
authorize  loose  packing  of  copies  in  full 
No.  3  sacks  without  bundling  when  all 
material  in  a  sack  goes  to  the  same  5* 
digit  ZIP  Code.  Copies  must  be  placed  to 
maintain  orientation  of  the  copies  while 
in  transit.  Mailers  desiring  to  loose  pack 
copies  must  make  requests  through  the 
post  office  of  mailing.  Note:  the  terms 
loose  pack  or  loose  packing  refer  to  the 
placement  of  unbundled,  unbound  mail 
pieces  in  a  receptacle  such  as  a  mail 
sack. 

.14  Mixed  City  Packages.  When 
there  are  six  or  more  copies  for  the  same 
multi-ZIP  Coded  post  office  remaining 
after  the  required  5-digit  packages  have 
been  made,  they  must  be  made  up  into 
mixed  city  packages.  Affix  yellow  label 
C. 

.15  Sectional  Center  Facility  (SCF) 
Packages.  When  there  are  six  or  more 
copies  for  post  offices  in  the  same  SCF 
delivery  area  remaining  after  the 
required  5-digit  or  mixed  city  packages 
have  been  made,  they  must  be  made  up 
into  SCF  packages.  Afflix  green  label  3. 

.16  State  Packages.  When  there  are  - 
six  or  more  copies  for  a  State  remaining 
after  the  required  3-digit  packages  have 
been  made,  they  must  be  made  up  into 
state  packages.  Affix  orange  label  S. 
Individual  copies  in  state  packages  must 
'  be  wrapped  in  accordance  with  462.2. 

.17  Mixed  State  Packages.  Copies 
remaining  after  all  of  the  packages  have 
been  made-up  as  outlined  above,  must 
be  made  up  into  a  mixed  state  package. 
Attach  a  mixed  state  white  facing  slip. 
Individual  copies  in  mixed  state 
packages  must  be  wrapped  in 
accordance  with  462.2. 

.18  Facing.  All  copies  in  a  package 
must  be  faced  the  same  way  with  an 
address  visible  on  the  top  copy. 

.19  Package  Labels.  Pressure 
sensitive  package  labels  must  be  applied 
to  the  lower  left  corner  of  the  address 
side  of  the  top  copy  on  letter  size 
packages  and  next  to  the  address  on 
larger  packages.  Facing  slips  must  be 
placed  on  the  address  side  of  the  top 
copy  in  mixed  state  and  foreign 
packages.  Pressure  sensitive  labels  and 
facing  slips  are  available  from  pest 
offices. 

464.2  Sacking  Requirements 

.21  General.  Except  where  bundling 
or  palletzing  is  authorized  (see  464.3  or 
464.4),  packages  must  be  placed  in  sacks 
when  matter  addressed  to  the  same  5- 
digit  ZIP  Code,  the  same  3-digit  ZIP 
Code  prefix,  the  same  SCF  delivery 
area,  or  the  same  state  distribution 
center  weighs  20  pounds  or  more  or  is 
1,000  cubic  inches  or  more  volume. 


However,  no  more  than  70  pounds  may 
be  placed  in  any  sack. 

.22  5-Digit  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  or  material 
addressed  to  the  same  5-digit 
destination,  packages  must  be  made  up 
into  5-digit  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  City,  &  State  and  5-digit 
Destination 

Line  2:  Contents  (ORD  P)  or  NEWS 
(See  463.5) 

Line  3:  Office  of  Mailing 
Sample: 

PHILADELPHIA  PA  19118 
ORDP 

BOSTON  MA 

.23  Mixed  City  Sacks.  When  there 
are  20  pounds  or  1000  cubic  inches  of 
material  addressed  to  the  same  multi- 
ZIP  Coded  post  office  after  making  up  5- 
digit  sacks,  the  packages  must  be  made 
up  into  mixed  city  sacks.  The  sacks 
must  be  labeled  in  the  following  manner. 

a.  Mixed  city  with  unique  3-digit  ZIP 
Code  prefix 

Line  1:  City,  State  and  3-Digit  Prefix 
Line  2:  Contents 
Line  3:  Office  of  mailing 
Sample: 

PHILADELPHIA  PA  191 
ORDP 

BOSTON  MA 

b.  Mixed  city  without  a  unique  3-digit 
ZIP  Code  Prefix 

Line  1:  City,  State  and  Lowest  Zip 
Code 

Line  2:  Contents 

Line  3:  Office  of  mailing 

Sample: 

OAK  LAWN  FL  60453 
NEWS 

BOSTON  MA 

.24  SCF  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of 
packages  addressed  to  post  offices  in 
the  same  SCF  delivery  area  after  making 
up  5-digit  or  mixed  city  sacks,  the 
packages  must  be  made  up  into  SCF 
sacks.  The  sacks  must  be  labeled  in  the 
following  manner: 

Line  1:  Name  and  State  .of  SCF, 
principal  3-digit  ZIP  Code  Prefix 
Line  2:  Contents 
Line  3:  Office  of  Mailing 
Sample: 

SCF  PHILADELPHIA  PA  190 
ORDP 

BOSTON  MA 

Note:  A  list  of  all  SCF's,  the  first  three 
digits  of  all  ZIP  Codes  served  by  these 
facilities,  and  the  principal  3-digit  ZIP 
Code  prefixes  that  are  to  be  used  on 
SCF  sack  labels  is  contained  in 
Publication  65,  National  ZIP  Code  and 
Post  Office  Directory. 


.25  State  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of 
packages  addressed  to  the  same  State 
remaining  after  SCF  sacks  have  been 
prepared,  the  packages  must  be  made  up 
into  state  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  Name  of  State  Distribution 
Center  for  State  of  Destination 
Line  2:  Contents  and  State 
Line  3:  Office  of  Mailing 
Sample: 

DIS  KANSAS  CITY  MO  640 
ORD  P  MO 

SAN  FRANCISCO  CA 
.26  Mixed  State  Sacks.  Packages 
remaining  after  state  sacks  have  been 
prepared,  must  be  made  up  into  mixed 
state  sacks.  The  sacks  must  be  labeled 
in  the  following  manner: 

Line  1:  Mixed  States  Distribution 
Location 
Line  2eContents 
Line  3:  Office  of  Mailing 
Sample: 

DIS  CHICAGO  IL  606 
ORD  P  MIXED  STATES 
CHICAGO  IL 

464.3  Bundling  Instead  of  Sacking 

.31  Regional  Authorization 
.311  The  Regional  Postmaster 
General  for  the  post  office  of  mailing 
may  authorize  dispatch  of  second  class 
mail  in  bundles  outside  of  mail  sacks  if 
such  preparation  is  beneficial  to  the 
Postal  Service.  The  publisher  must 
submit  an  application  to  the  postmaster 
where  the  mail  is  to  be  deposited.  The 
following  information  must  be  furnished 
with  the  application: 

a.  Name  of  publication  and  frequency 
of  mailing; 

b.  Identity  of  post  offices  to  which 
shipments  will  be  made;  and 

c.  Approximate  quantity  of  copies  and 
number  of  bundles  to  each  office. 

.312  The  postmaster  will  foward  the 
application  to  the  Regional  Postmaster 
General  with  a  detailed  explanation  of 
the  transportation  and  processing 
arrangements.  The  application  will  be 
reviewed  by  the  General  Manager, 
Logisitics  Division  and  by  others 
concerned  in  that  region  and  in  any 
other  region  which  will  process  the  mail 
in  order  to  determine  whether 
intermediate  or  destination  offices  are 
capable  of  receiving  and  processing  the 
bundles  without  increasing  overall 
processing  costs.  The  Regional 
Postmaster  General  will  notify  the 
postmaster  at  the  office  where  the  mail 
is  to  be  entered  whether  the  application 
has  been  approved  or,  if  not,  the  reason 
for  denial.  The  postmaster  will  send 
notice  of  the  decision  to  the  mailer. 
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.32  Bundling  Requirements.  Mailers 
bundling  instead  of  sacking  publications 
must  observe  the  following  procedures: 

a.  Presort  by  ZIP  code.  Mailers  must 
presort  publications  by  ZIP  Code 
separations  as  required  by  464.1 

b.  Prepared  Like  Sacks.  Bundles  must 
be  prepared  on  the  same  basis  as  sacks 
(see  464.2)  and  individual  separations 
within  a  bundle  must  be  appropriately 
wrapped  or  tied  to  maintain  the  identity 
of  the  separation.  The  number  of 
bundles  should  not  exceed  the  number 
of  sacks  which  would  otherwise  be  used 
in  a  mailing,  except  when  those  bundles 
are  used  in  an  approved  palleted 
mailing.  This  may  require  bundling  up  to 
the  40  pound  maximum  when  volume 
warrants  and  the  mailing  is  not 
palletized. 

c.  Weight  and  Numbers.  The  weight  of 
a  bundle  must  not  exceed  40  pounds.  A 
bundle  should  weigh  at  least  20  pounds 
or  be  of  at  least  1,000  cubic  inches  of 
volume.  Lesser  quantities  must  be 
included  in  bundles  for  the  next  lower 
level  of  sortation. 

d.  Labeling.  All  bundles  must  be 
appropriately  labeled  on  top  to  show 
destination  and  contents  as  required 
with  sacks.  Similarly,  each  separation 
within  a  bundle  must  be  identified  by 
labels  in  accordance  with  464.19. 

e.  Machinable  Mailings.  Mailings 
must  be  machinable  by  Postal  Service 
sack-sorting  equipment  unless  they 
consist  of  publications  intended  only  for 
local  area  delivery  (same  3-digit  ZIP 
Code  prefix).  It  is  the  responsibility  of 
the  mailer  to  satisfy  the  Postal  Service 
that  mailings  are  machinable.  This  can 
be  verified  by  having  the  mailing  post 
office  test  process  ten  or  more 
production  bundles  on  two  or  more 
passes  through  a  bulk  mail  center 
(BMC).  Ordinarily,  bundles  require  cross 
strapping  and  heavy-guage  shrink  or 
stretch  wrap  to  insure  their  integrity  in 
the  mailstream. 

f.  Local  Processing  and  Delivery. 
When  second-class  publications  are 
entered  for  local  processing  and  delivery 
(i.e.  without  being  routed  through  a 
BMC),  they  need  not  meet  the 
requirements  of  464.32e.  However, 
bundles  must  be  securely  bound  to 
withstand  handling  without  breakage  or 
damage  and  to  prevent  injury  to  postal 
personnel  or  damage  to  mechanized 
sorting  systems.  If  wire  is  used,  it  must 
have  rounded  edges  and  flat  ends. 
Binding  material  must  be  applied  at 
least  once  around  the  length  and  girth. 
The  use  of  metal  strapping  is 
discouraged  because  of  its  possible 
hazards. 


464.4  Palletizing  Instead  of  Sacking 

.41  Regional  Authorization.  The 
Regional  Postmaster  General  for  the 
post  office  of  mailing  may  authorize  the 
dispatch  of  second-class  mail  on  pallets 
without  mail  sacks,  if  such  preparation 
is  benefical  to  the  Postal  Service. 
Applications  for  palletizing  instead  of 
sacking  must  be  made  and  processed  as 
prescribed  for  bunding  in  464.31. 

.42  Palletizing  Requirements.  Mailers 
palletizing  instead  of  sacking 
publications  must  observe  the  following 
procedures: 

a.  Mailers  must  presort  publications 
and  prepare  packages  as  prescribed  in 
464.1.  The  Regional  Postmaster  General 
may  waive  packaging  requirements  for 
5-digit  ZIP  Code  pallets  when  mailers 
effectively  demonstrate  that  they  will 
prepare  pallets  to  remain  intact  to  the 
destination. 

b.  Pallets  must  be  made  up  as  5-digit 
ZIP  Code,  mixed  city,  SCF,  state  or 
mixed  state  pallets  when  the  mail  load 
to  a  destination  is  either  650  pounds  or 
three-feet  high.  Pallets  must  not  contain 
more  than  2,000  pounds  of  mail  or  mail 
addressed  to  more  than  one  zone. 

c.  Pallets  must  be  labeled  in  the 
format  described  in  464.2.  These  labels 
must  be  as  least  five  inches  by  nine 
inches  in  size  with  characters  at  least 
one  inch  high. 

464.5  Copies  for  Military  Post  Offices 
Overseas 

.51  Direct  Packages.  When  more 
than  one  copy  is  addressed  to  one  unit, 
APO,  or  Navy  or  Marine  Corps  address 
(see  122.8),  the  copies  must  be  securely 
wrapped  in  packages  or  tied  in  bundles 
labeled  for  the  military  address. 

.52  Mixed  Packages.  After  all  direct 
packages  have  been  made,  if  there  are 
more  than  five  copies  remaining  for 
dispatch  through  any  postal 
concentration  center,  they  must  be 
wrapped  in  packages  or  tied  in  bundles 
and  labeled  for  the  center. 

.53  Direct  Sacks.  When  there  are  a 
sufficient  number  of  packages  and 
bundles  for  one  unit,  APO,  or  Navy  or 
Marine  Corps  address  to  fill 
approximately  one-half  of  a  No.  2  sack, 
a  direct  sack  must  be  made.  Direct  sacks 
will  not  be  opened  at  postal 
concentration  centers.  The  sack  should 
be  labeled  in  the  following  manner: 

Line  1:  Postal  Concentration  Center 
Designation,  City,  State,  3-digit  ZIP  Code 
Prefix 

Line  2:  Contents.  APO  or  FPO 
Designation  and  5-digit  ZIP  Code 

Line  3:  Publication  Title,  Office  of 
Mailer 

Sample: 


PCC  NEW  YORK  NY  110 

ORD  P  APO  09360 

THE  RECORDER  NEW  YORK  NY 

.54  Mixed  Sacks.  When  the  quantity 
is  insufficient  for  a  direct  sack,  but  there 
are  enough  bundles  or  packages  for 
dispatch  through  one  postal 
concentration  center  to  fill 
approximately  one-half  of  a  No.  2  sack, 
a  sack  must  be  made  up  for  that  center 
and  labeled  in  the  following  manner: 

Line  1:  Postal  Concentration  Center 
Designation,  City,  State,  3-digit  ZIP  Code 
Prefix 

Line  2:  Contents,  APO  or  FPO 
Designation  for  MAIL 

Line  3:  Publication  Title,  Office  of 
Mailing 

Sample: 

PCC  SAN  FRANCISCO  CA  962 

ORD  P  APO  MAIL 

THE  RECORDER  NEW  YORK  NY 

464.6  Preparing  Out-Of-County 
Rated  Pieces  (Levels  B,  C,  and  E). 
Mailers  using  out-of-county  per  piece 
rates  (regular  rate  and  science  of 
agriculture  publications,  see  411)  must 
adhere  to  the  following: 

a.  To  qualify  for  the  level  B  or  level  E 
piece  rate,  a  piece  must  be  presented  in 
a  sack  addressed  to  a  city  having  a 
unique  3-digit  ZIP  Code  prefix,  or  a  5- 
digit  ZIP  Code  destination,  containing 
sufficient  pieces  to  weigh  at  least  20 
pounds  or  be  of  at  least  1,000  cubic 
inches  in  volume. 

b.  To  qualify  for  the  level  C  piece  rate, 
a  piece  must  be  presented  in  a  sack 
addressed  to  a  particular  carrier  route 
containing  sufficient  pieces  to  weigh  at 
least  20  pounds  or  be  of  at  least  1,000 
cubic  inches  in  volume. 

c.  Pieces  presented  in  bundles  instead 
of  sacks,  (see  464.3)  may  receive  this 
lower  rate  providing  they  weigh  at  least 
20  pounds  or  are  of  at  least  1,000  cubic 
inches  in  volume. 

d.  One  sack  addressed  to  a  city 
having  a  unique  3-digit  ZIP  Code  prefix, 
or  to  a  5-digit  ZIP  Code  destination 
containing  less  than  20  pounds  or  of  less 
than  1,000  cubic  inches  in  volume,  may 
qualify  for  this  lower  per  piece  rate  if  it 
is  part  of  a  mailing  which  contains  other 
substantially  full  sacks  to  the  same  ZIP 
Code  destination.  This  allows  for  the 
overflow  which  cannot  be  efficiently  put 
with  previously  sacked  mail. 

e.  Mailers  must  be  prepared  to 
document  or  otherwise  confirm  the 
number  of  pieces  mailed  and  paid  for  at 
levels  B.  C,  and  E  piece  rates.  Note:  This 
may  be  done  in  any  of  the  following 
ways: 

[IJ  By  separating  sacks  paid  at  the 
various  piece  rates  when  they  are 
presented  for  mailing,  or 
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[2)  By  attaching  to  the  mailing 
statement  a  list  of  the  number  of  copies 
(and  pieces)  to  each  unique  3-digit  prefix 
city,  5-digit  destination,  and  carrier 
route  for  which  level  B,  C,  or  E  piece 
rates  are  being  paid,  or 

[3)  By  maintaining  records  for  each 
mailing  which  will  confirm  the  number 
of  pieces  in  unique  3-digit  city,  5-digit, 
and  carrier  route  sacks.  The  records 
must  document  the  number  of  copies 
(and  pieces]  to  each  unique  3-digit  city, 
5-digit,  and  carrier  route  destination  for 
which  sacks  are  made  up.  A  printout 
must  be  presented  prior  to  the  first 
mailing  made  under  this  arrangement. 
These  records  must  be  retained  for  at 
least  two  months. 

/.  The  mailer  must  provide  a  copy  of 
the  record  for  a  particular  mailing,  or 
portions  of  it,  within  30  days  of  a 
request  by  the  postmaster  of  the  office 
of  entry.  Postmasters  will  advise  the 
Region’s  Revenue  Protection  Program 
Manager  of  all  publications  being 
mailed  under  this  arrangement. 
Acceptance  units  will  maintain  a  list  of 
publications  authorized  to  mail  under 
this  arrangement. 

g.  More  than  one  second-class 
publication  may  be  combined  to  meet 
the  20  pound  or  1,000  cubic  inch  per  sack 
or  bundle  requirement  for  the  Levels  B, 

C,  and  E  piece  rates.  To  qualify  for 
Levels  B  and  C  piece  rates,  at  least  5,000 
copies  of  each  issue  in  the  combined 
mailing  must  be  mailed  to  destinations 
outside  the  county  of  publication. 
Listings  and  records  provided  by 
publishers  in  accordance  with  4M.6e 
must  also  document  the  number  of 
combined  pieces  and  copies  of  each 
publication  mailed  to  each  unique  3-digit 
city,  5-digit  ZIP  Code  destination,  and 
carrier  route.  The  total  number  of 
consolidated  mailing  pieces  for  each 
level  of  presort  is  to  be  reported  on  the 
Form  3541  for  one  publication  or  on  a 
separate  Form  3541.  A  notation  such  as 
“per  piece  charge  for  consolidated 
copies  of  [title],  [title],  etc.”  must  be 
included  on  the  Form  3541  on  which  the 
,  piece  rates  are  computed.  The  Forms 
3541  used  to  compute  pound-rate 
postage  for  the  individual  publications 
must  include  a  notation  as  to  the 
number  of  copies  included  in  the 
consolidated  mailing  pieces,  and  where 
the  piece  rate  computations  can  be 
found  (i.e.,  (number]  copies  sent  in 
consolidated  bundles  and  reported  on 
the  Form  3541  for  [title]]. 

BIIXING  CODE  7710-12-M 


HOW  TO  PREPARE  SECOND-CLASS  MAIL 

Pieces  qualifying  for  the  rate  MUST  be  prepared  in  the  fol towing  sequence: 


BILUNG  CODE  7710-12-C 


Exhibit  464 
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470  Mailing 

471  Who  May  Mail 

Only  publishers  and  registered  news 
agents  who  have  been  authorized 
second-class  mailing  privileges  may 
mail  at  the  second-class  rates,  other 
than  the  transient  rate.  Postage  at  the 
transient  rate  (see  411.42)  must  be  paid 
on  all  copies  mailed  by  the  general 
public. 

472  Place  of  Mailing 

Publishers  and  registered  news  agents 
may  only  mail  at  the  second-class  rates 
at  post  offices  where  an  authorization 
for  original  entry,  additional  entry,  or 
exceptional  dispatch  has  been  obtained. 
Mailings  must  be  made  between  the 
times  and  at  the  locations  designated  by 
the  postmaster  of  the  office  of  mailing. 

480  Payment  of  Postage 

481  Payments  in  Advance  of  Dispatch 

Postage  must  be  fully  prepaid  before 
second-class  mailings  are  dispatched. 
Payment  must  be  made  through  an 
advance  deposit  account  established  at 
the  post  office  of  mailing.  The  post  office 
will  issue  receipts  for  advance  deposit 
account  payments.  Exception:  The 
transient  rate  for  noncommingled 
nonsubscribers’  copies  may  be  paid  only 
by  adhesive  or  meter  stamps  or  by 
permit  imprints  (see  411.42) 

482  Mailing  Statement  (See  Exhibit 
482) 

482.1  Computing  Postage.  Second-class 
postage  is  computed  on  Form  3541, 
Statement  of  Mailing  Second-Class 
Publications.  These  mailing  statements 
must  be  submitted  by  the  publisher  with 
the  first  mailing  of  each  issue,  except 
that  postmasters  will,  upon  request, 
authorize  publishers  of  publications 
which  are  regularly  printed  on  sheets  of 
uniform  weight  to  submit  one  mailing 
statement  at  the  end  of  each  calendar 
month  for  mailings  made  during  that 
month. 

482.2  General  Rule 

.21  When  to  File.  Publishers  must 
submit  a  properly  completed  mailing 
statement  on  Form  3541  with  the  first 
mailing  of  each  issue  of  the  publication. 
A  separate  Form  3541  must  be  filed  for 
each  edition  of  the  issue. 

.22  Percentage  of  Advertising.  The 
percentage  of  advertising  to  be  entered 
on  Form  3541  must  be  based  on  the 
marked  copy  submitted  in  accordance 
with  483. 

.23  Determining  Average  Weight  Per 
Copy.  The  average  weight  per  copy 
includes  the  wrapping  and  binding 


materials  and  must  be  determined  by 
the  publisher  as  follows; 

a.  Select  a  reasonable  number  of 
copies  so  they  can  be  expected  to 
represent  the  average  of  those  mailed. 
Wrap  and  bundle  them  in  bundles  equal 
to  the  average  size  of  the  bundles 
mailed. 

b.  Weigh  these  bundles. 

c.  Divide  the  bulk  weight  of  the  test 
copies  by  the  number  of  test  copies  to 
obtain  the  average  weight  per  copy  in 
pounds.  Record  fractions  of  pounds  to 
six  decimal  places. 

.24  Copies  of  Previous  and  Current 
Issues  Combined.  When  a  reasonable 
number  of  copies  of  previous  issues  are 
included  in  a  mailing  of  a  current  issue, 
they  may  be  accepted  and  charged  with 
postage  on  the  basis  of  the  percentages 
of  advertising  and  nonadvertising 
material  contained  in  the  current  issue. 
The  issue  forming  the  bulk  of  the  mailing 
presented  will  be  regarded  as  tlje 
current  issue. 

.25  Mailing  W'hile  Application 
Pending.  A  publisher  mailing  under  a 
trust  account  while  a  second-class 
application  is  pending  (see  441.3)  must 
submit  Form  3541  with  each  mailing 
with  the  words  Pending  Application 
noted  on  the  form.  The  form  must 
contain  all  requested  information,  as 
well  as  a  notation  of  the  controlled 
circulation  or  third-  or  fourth-class 
postage  placed  in  trust,  and  how  that 
postage  was  computed.  Form  3602, 
Statement  of  Mailing  With  Permit 
Imprints.  3602-PC,  Statement  of 
Mailing-Bulk  Rates,  or  the  back  of  Form 
3541  may  be  used  for  this  purpose. 

482.3  Monthly  Mailing  Statement 

.31  Authorization  to  Use. 

Postmasters  may  authorize  publishers  to 
submit  Form  3541  at  the  end  of  the 
month  for  all  issues  mailed  during  the 
month,  if  all  issues  are  printed  on  sheets 
'  of  the  same  weight. 

.32  When  to  File.  The  properly 
completed  statement  of  Form  3541  must 
be  submitted  not  later  than  72  hours 
after  the  first  mailing  of  the  last  issue 
mailed  each  month. 

.33  Completion  of  Mailing  Statement 
By  Mailer 

.331  Average  Number  of  Copies.  The 
average  number  of  copies  mailed  per 
issue  to  each  zone  during  the  month 
must  be  shown  on  Form  3541.  The 
publisher  must  determine  this  number 
by  dividing  the  total  number  of  copies 
mailed  to  each  zone  during  the  month  by 
the  total  number  of  issues  mailed.  The 
month  and  year  for  which  postage  is 
being  paid  must  be  entered  in  the  space 
provided  for  the  date  of  mailing  on  Form 


3541.  The  first  and  last  issue  dates  for 
the  month  must  also  be  entered. 

.332  Percentage  of  Advertising.  The 
percentage  of  advertising  for  all  issues 
mailed  during  the  calendar  month  must 
be  entered  on  Form  3541.  This  is 
obtained  as  follows: 

a.  The  publisher  must  maintain  a 
record  of  the  number  of  units  of 
advertising  space  and  the  number  of 
units  of  nonadvertising  space  in  each 
issue,  based  on  the  marked  copies 
submitted  in  accordance  with  483, 

b.  Add  the  advertising  units  in  each 
issue  to  determine  the  total  advertising 
units  in  all  of  the  issues. 

c.  Add  the  nonadvertising  units  in 
each  issue  to  determine  the  total 
nonadvertising  units  in  all  of  the  issues. 

d.  Add  the  advertising  and 
nonadvertising  units  to  determine  the 
total  units  in  all  of  the  issues. 

e.  Divide  the  total  advertising  units  by 
the  total  units  to  determine  the 
percentage  of  advertising. 

f.  Divide  the  total  nonadvertising  units 
by  the  total  units  to  determine  the 
percentage  of  nonadvertising. 

34  Computation  of  Postage  By  Post 
Office.  Postage  computations  are  made 
by  the  postmaster  based  on  the 
combined  weight  of  one  copy  of  each 
issue  mailed  during  a  calendar  month. 
This  combined  weight  includes  the 
wrapping  and  binding  materials  and 
must  be  obtained  as  follows: 

a.  The  postmasjter  at  the  office  of 
mailing  will  select  one  issue  during  the 
month  for  testing  and  verification 
purposes. 

b.  The  average  weight  per  copy  of  the 
selected  issue  is  determined  by  the 
method  described  in  482.23. 

c.  The  weight  of  one  sheet  is 
determined  by  dividing  the  average 
weight  per  copy  by  the  number  of  sheets 
of  the  selected  issue.  Weights  are 
recorded  in  fractions  of  a  pound  to  six 
decimal  places. 

d.  The  total  number  of  sheets  is 
obtained  by  counting  the  sheets  in  each 
selected  copy  of  each  issue  mailed 
during  the  month. 

e.  The  combined  weight  of  one  copy 
from  each  issue  mailed  during  the  month 
is  determined  by  multiplying  the  total 
number  of  sheets  in  the  selected  copies 
by  the  weight  of  one  sheet.  This  result  or 
amount  is  entered  on  Form  3541. 

482.4  Key  Rate 

.41  Definition.  The  key  rate  is  a 
simplified  method  of  computing  postage 
for  publications  subject  to  the 
advertising  zone  rates.  It  may  be  used 
where  the  circulation  by  zones  is 
consistently  stable,  and  when  large 
volume  mailings  justify  its  use. 
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.42  Authority  to  Use.  Postmasters 
may  authorize  publishers  to  use  the  key 
rate  method  of  computing  pound-rate 
postage  when  large  mailings  justify  its 
use. 

.43  Statements  of  Distribution 

.431  Semi-Annual  Statements.  The 
publisher  must  submit  twice  each 
calendar  year,  at  6-month  intervals,  a 
Form  3541,  showing  the  number  of 
subscribers’  copies  of  an  issue  mailed  to 
each  zone. 

.432  Other  Statements.  The  publisher 
must  submit  a  Form  3541,  showing  the 
mailings  to  each  zone  at  any  time  during 
the  6-month  intervals  when  the  volume 
of  mailings  to  the  zones  varies,  when 
there  is  an  increase  in  the  total  number 
of  copies,  or  when  there  is  a  postage 
rate  change.  When  the  Form  3541  is  filed 
because  of  a  rate  change,  the  semi¬ 
annual  statement  need  not  be  filed  until 
six  months  after  the  filing  of  the  rate 
change  statement. 

.433  Between  Statements.  During  the 
6-month  period  or  other  intervals,  the 
publisher  need  not  complete  the  lines  for 
zones  1  to  8  on  Form  3541.  The  publisher 
must  enter  only  total  zone  mailings  on 
the  “Total  Copies"  lines. 

.44  Computation 

.441  When  to  Compute.  A  new  key 
rate  must  be  computed  by  the 
postmaster  and  used  whenever  a  Form 
3541  is  submitted  in  accordance  with 
482.43. 

.442  How  to  Compute.  On  the 
corresponding  lines  in  Column  B  of  Form 
3541,  enter  the  number  of  copies  for 
each  zone.  Apply  the  appropriate  pound 
rates  shown  in  Column  F  to  the  number 
of  copies  for  each  zone  and  enter  the 
postage  for  each  zone  in  Column  G. 
Divide  the  total  zone  postage  in  item  2, 
Column  G.  by  the  total  number  of  copies 
in  item  2,  Column  B  to  obtain  the  key 
rate,  which  should  be  carried  to  six 
decimal  places.  Apply  the  key  rate  only 
to  the  total  weight  of  the  advertising 
portion.  Apply  the  nonadvertising  rate 
to  the  total  weight  of  the  nonadvertising 
portion.  Computation  of  the  key  rate  will 
be  verified  by  an  employee  or 
supervisor  other  than  the  person  who 
originally  computed  it. 

.443  Computation  for  Sample  Copies. 
Where  a  key  rate  has  been  developed 
and  is  being  used  to  compute  postage  for 
subscribers’  copies,  postage  on  sample 
copies  will  be  determined  by  using  the 
same  key  rate,  if  sample  copies  were 
included  when  the  key  rate  was 
computed. 

.45  News  Agent’s  Mailing  Statement. 
A  news  agent  presenting  second-class 
matter  subject  to  the  zone  rates  of 
postage  must  submit  a  statement 
showing  the  percentages  of  such  matter 


devoted  to  advertising  and 
nonadvertising.  Publishers  should 
furnish  this  information  to  news  agents 
who  purchase  copies  of  their 
publications  so  such  agents  may  prepare 
the  required  statements. 

483  Marked  Copy 

483.1  Requirement  to  File.  The 
publisher  must  submit  a  copy  of  each 
issue  of  a  second-class  publication  to 
the  postmaster  at  the  original  entry 
office.  In  addition,  the  publisher  must 
submit,  either  to  the  postmaster  at  the 
original  entry  office  or  to  the  postmaster 
at  the  additional  entry  office  where  the 
publication  is  produced  or  prepared  for 
niailing,  a  copy  of  each  edition  of  each 
issue.  All  copies  submitted  must  be 
marked  by  the  publisher  so  the 
advertising  content  of  the  copy  may  be 
verified  when  necessary.  Advertising  is 
defined  in  422.232.  The  publisher  must 
also  indicate,  on  the  first  page  of  each 
marked  copy,  the  total  units  and 
percentage  of  space  devoted  to 
advertising  and  nonadvertising  material 
in  the  copy.  This  may  be  expressed  in 
column  inches,  square  inches,  pages,  or 
any  other  recognized  units  of  measure. 
The  publisher  must  use  ♦he  same  units  of 
measure  for  both  advertising  and 
nonadvertising  portions. 

483.2  Payment  of  Advertising  Rates  on 
Reading  Portions.  If  desired,  the 
publisher  may  pay  postage  at  the 
advertising  zone  rates  on  both  the 
advertising  and  nonadvertising  portions 
instead  of  marking  a  copy  of  each  issue 
to  show  the  advertising  and 
nonadvertising  portions.  When  the 
amount  of  advertising  exceeds  75 
percent,  the  copies  submitted  to  the 
postmaster  must  be  marked  Advertising 
over  75  percent.  When  the  amount  of 
advertising  does  not  exceed  75  percent, 
the  copies  submitted  to  the  postmaster 
must  be  marked  Advertising  not  over  75 
percent  on  the  first  page.  The  entire 
weight  of  the  copy  must  be  entered  on 
the  Form  3541  in  the  column  provided 
for  the  advertising  portion.  The  words 
Over  75  percent  or  Not  over  75  percent, 
whichever  is  applicable,  must  be 
entered  on  the  P’orm  3541.  The  word 
Waived  must  be  written  in  the  space 
provided  for  the  weight  of  the  reading 
portion  on  Form  3541.  Exception:  This 
option  does  not  apply  if  the  advertising 
rate  is  lower  than  the  rate  for 
nonadvertising. 

490  Ancillary  Services 

491  Forwarding 

491.1  Local  Change  of  Address.  When 
there  has  been  any  kind  of  a  change  in 
the  local  address,  copies  of  second-class 


publications  bearing  the  old  local 
address  will  be  delivered  to  the  new 
local  address  without  charge  for  three 
months.  This  procedure  will  be  followed 
whether  or  not  the  copies  bear  the 
sender’s  request  for  return.  The  term 
local  address,  as  used  in  this  section, 
means  any  address  served  by  the  city, 
rural,  or  highway  contract  carriers  of 
any  specific  post  office,  or  a  post  office 
box  or  general  delivery  address  at  the 
same  post  office.  Form  3576,  Change  of 
Address  Notice  to  Correspondents, 
Businesses  and  Publishers,  will  be 
furnished  to  the  addressee  at  the  new 
local  address,  and  the  addressee  will  be 
requested  to  use  it  promptly  to  give  the 
sender  the  new  local  address. 

491.2  Non-Local  Change  of  Address 

.21  Guarantee  to  Pay  Forwarding 
Postage.  When  a  change  of  address  is 
other  than  a  change  of  local  address, 
and  the  addressee  has  filed  a  written 
guarantee  (on  Form  3575,  Change  of 
Address  Order,  or  by  other  means)  to 
pay  forwarding  postage,  the  copies  of 
second-class  publications  bearing  the 
old  address  will  be  forwarded  to  the 
new  address  for  three  months  rated  with 
postage  due  at  the  nonsubscriber  rale 
computed  on  the  weight  of  each 
individually  addressed  copy  or  package 
of  unaddressed  copies.  Form  3576  will 
be  furnished  to  the  addressee  at  the  new 
address. 

.22  Failure  to  Guarantee.  When  a 
change  of  address  is  other  than  a  local 
change  of  address  and  the  addressee 
has  not  filed  a  written  guarantee  to  pay 
forwarding  postage,  copies  of  second- 
class  publications  bearing  the  old 
address  will  not  be  forwarded,  but  will 
be  disposed  of  by  the  Postal  Service. 

492  Address  Correction  Service 

492.1  Notifying  Publishers.  The 
addressee’s  new  address,  or  the  reason 
why  a  second-class  publication  is 
undeliverable  if  the  new  address  is  not 
known,  will  be  furnished  to  the 
publishers  by  the  Postal  Service.  This 
service  is  mandatory  for  all  second- 
class  publications  and  the  address 
correction  service  fee  must  be  paid  for 
each  notice  issued  (see  412.2). 

492.2  Sending  Notification.  Address 
correction  service  will  be  provided  for 
the  first  issue  after  three  months  when 
the  publication  is  undeliverable  due  to  a 
change  in  the  local  address.  When 
copies  of  the  publication  are 
undeliverable  for  any  reason  other  than 
a  change  in  the  local  address,  the 
address  correction  notice  will  be 
prepared  for  the  first  undeliverable  copy 
of  the  publication  received.  Unless 
copies  of  the  publication  are  to  be 
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forwarded  under  491  or  are  to  be 
returned  under  493,  copies  received  after 
the  address  correction  notice  is  mailed 
will  be  disposed  of  as  waste. 

493  Return 

The  publisher  may  request  that  copies  * 
of  second-class  publications  which  are 
undeliverable  as  addressed  be  returned 
to  him  if  he  guarantees  to  pay  the  return 
postage.  In  order  to  receive  this  service, 
the  words  RETURN  POSTAGE 
GUARANTEED  must  be  printed  on  the 
envelopes  or  wrappers,  or  on  one  of  the 
outside  covers  of  unwrapped  copies, 
irpmediately  preceded  by  the  sender’s 
name  and  address,  including  ZIP  Code. 

The  rate  charged  for  return  is  the 
nonsubscriber  rate,  computed  on  each 
individually  addressed  copy  or  package 
of  unaddressed  copies.  This  rate  charge 
is  in  addition  to  the  charge  for  the 
address  correction  notice. 

BILLING  CODE  7710-12-M 
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u  s  POSTAL  SERVICE 

STATEMENT  OF  MAI  LING -SECOND  CLASS  PUBLICATIONS 


NAME  OF  PUBLICATION  OR  NEVUS  AGENT 
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ROM  EACH  ISSUE 


When  postage  is  computea  at  tne  key  rate,  the  lines  tor  Zones  1  to  8  need  not  be  completed  for  each  issue.  The 
total  zone  mailings  must  be  entered  ip  item  1  during  the  time  the  key  rate  is  in  effect. 

EDITION  CODE  OR  STATEMENT  NO  FREICHTBiLTNo'Tij^EtWF^^^^S^^^^^i^S'SF^^iipSrSiQHTpiicOPY 
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financial  document  FORWARD  TO  FINANCE  OFFICER 
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Effective  July  6,  1979 
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Exhibit  482a— -Computation  of  New  Key  Rate — Form  3541 
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_ 

TOTAL  COPIES  I  ^  447  r,  947 
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Exhibit  482b  (p.  1)— Computation  of  Postage  Based  on  Mailings  of  One  Issue  Only— Form  3541 
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US  POSTAL  SERVICE 

STATEMENT  Of  MAILING-SECOND  CLASS  PUBLICATIONS 


NUMBER  Of  ISSUES 
WEIGHT  OF  ONE  SHEET 
<125  64.  PSM)  _ 


AVERAGE  WEIGHT  PER  COPY 
FOR  THE  ISSUE  (125  621 


THE  ISSUE  (125  621 


When  postage  is  computeo  at  tne  key  rate,  tne  lines  tor  Zones  1  to  6  neeo  not  be  completed  tor  each  issue  The 
total  zone  maili ngs  must  be  erita?  6.j  ^  item  1  during  the  time  the  key  rate  is  in  effect. _ 

EDITION  CODE  OR  ^STATEMENT  NO  JfREIGHT  BILL  NO  911  WtlOHT  #Ca  COTY 


i/T/ 


170  no 


TOTAL  COPIES  |  \  ^  ^7 

2  TOTAL  POUNDS  ALL  ZONES 
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PI  ^  regular  rate  or  SCIENCE  of  AGRICULTURE 
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outstde  coursty 


UNo  <21  POSTAGE 


PS  Form  3541 
Mar  1979  ' 


t)>0(Vxi  financial  OdCUMENT  FORWARD  TO  FINANCE  OFFICER 

Efiect.ve  July  6.  1979  ,9W>29J«)i 


Exhibit  482b  (p.  2)— Computation  of  Postage  Based  on  Maiiings  of  One  Issue  Only— Form  3541 


lUTSIDt  tOUBTf 
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US  POSTAL  SLR  Vice 

_ STATEMENT  OF  MAILING-SECOND  CLASS  PUBLICATIONS 

NAME  OF  PUBLICATiON  OR  NEWS  AGLNT 


PUBLICATION  NO 


I  th•^  IS  tiH  Al  L  tSbUtS  lot  a  calenda.t 

ih,  lutHlsIl  lh<‘  tutN>Vt("U}  lUttHITVllKH) 


NUMBER  Of  ISSUES 
WEIGHT  OF  ONb  SHEET 
t12S.64  PSM>  _ 


AVERAGE  WEIGHT  PER  COPY 
FOR  THE  ISSUE^  (125.621 


DATE  OF  ISSUE  PRINTED 
IN  COPIES 


:OMBINEO  WEIGHT  OF  ONE  COPV 


If  ROM  E  ACH  ISSUE 


When  postage  is  computea  at  tne  key  rate,  the  lines  tor  Zones  1  to  8  neea  not  be  completed  for  each  issue.  The 
total  zone  mailings  must  be  entered  In  Item  1  during  the  time  the  key  rate  is  in  effect. _ 
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TOTAL 

POSTAGE  CHARGE 


PS  Form 


financial  OdCUMLNI  FORWARD  TO  FINANCE  OFFICER 


Ellective  July  6.  1979 
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Exhibit  482b  (p.  3)— Computation  of  Postage  Based  on  Mailings  of  One  Issue  Only— Form  3541 
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u  s.  POSTAL  SERVICE 

STATEMENT  OF  MAILING-SECOND  CLASS  PUBLICATIONS 
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Exhibit  482c— Computation  of  Postage  Based  on  Mailings  of  All  Issues  for  Calendar  Month— Form  3541 
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STATEMENT  OF  MAILING-SECOND  CLASS  PUBLICATIONS 


[date  of  mailing 


PUBLICATION  NO 


When  postage  is  computeo  M  tn*  Iwy  rat*,  the  lines  for  Zones  1  to  8  need  not  be  completed  for  each  issue.  The 

total  zone  mailings  must  be  entered  tp  Item  1  durinfl  the  time  the  key  rate  is  in  effect _ 
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Exhibit  482d— Computation  of  Postage  on  Mailings  of  One  Issue  of  a  Qualifying  Classroom  Publication 

Issued  Weekly — Form  3541 
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total  zone  mailings  must  be  entered  In  item  1  during  the  time  the  key  rate  is  in  effect. 
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Exhibit  482e— Computation  of  Postage  Based  on  Mailings  of  One  Issue  of  a  Qualified  Nonprofit 
Organization  Issued  Weekly  Containing  Less  than  10%  Advertising— Form  3541 
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US  POSTAL  senvicE 

STATEMENT  OF  MAILING-SECQNO  CLASS  PUBLICATIONS 


NAME  OF  PUBLICATION  OR  NEWS  AGENT 


AMI  OF  PUBLICATION  OH  NtWb  AGENT  ^  . 

/V#a  k/ir*  fat^ 


jpOST  OFFICE  AND  ST  ATI 


[weight  of  one  sheet 


AVERAGE  WEIGHT  PER  COPY 
FOR  THE  ISSUE  t12S62l 


FREQUENCVOF  ISSUE 


lOATE  OF  ISSUE  PRINTED 
I  IN  COPIES  A 


[COVBINEO  WEIGHT  OF  ONE  COPY 


[from  EACH  ISSUE 


When  postage  is  computed  at  the  key  rate,  the  lines  tor  Zones  1  to  6  neeo  not  be  completed  for  each  issue  The 
total  zone  mailings  must  be  entered  ^in  item  1  during  the  time  the  key  rate  is  in  effect 

HEIGHT  BILL  NO  I  POST  QPPICE OOMPUTtt  AVUlMC  OR  OOMMNiO  WEIGHT  PER  COPY 


I  EDIT  ION  CODE  OR 
I  KEY 


statement  no 


PEH  PiFCF  '.n  addition  to  »He  po^^nd 

REGULAR  rate  or  SCIENCE  OF  aGRICUL  TURE 


acM>tion  lo  the  pound 


RATE  RER  COPT 


WEIGHT  PER  COPY 


AltUHlSSEU  Pik  <>  S 


NWSDHSI  KIHI-K  ( «)PII  S 
(('(•mmmKli  J  ntth  suhu  nhtfi 
rtffm-s/ 


‘plus  10«I9 


total 

POSTAOf  ONARGC 


FOHAARO  TO  FINANCE  OFFICER 

5 


Effective  July  6.  197^1 


Exhibit  482g— Computation  of  Postage  Based  on  Mailings  of  One  Issue  of  a  Qualified  Science  of 

Agriculture  Publication — Form  3541 

BILLING  CODE  ntB-ta-C 


DATE 

01  MIAILING  I 

1  Advt^ 

1 

A 

B 

C 

-  —j 

0 

f 

1  POSIAOE  HAl 
POONO  <>H  t  HA 

PE  H 

1  ION 

- 1 

Ppi  i«o*i 

COPIES 

ERS'  COPIES 

COPIES 

Pt)HT  ION 

REG  1 

SPE 

CIAL 

CLASS 

ROOM 

POST  AtaF 

1*1  Kl  1  M 
\l.l  1  UK 

1 

ANO 

2 

rf.99f 

/SfO! 

r.to 

,  aw 

UM  ISM  1 

3 

ILOOO 

7ro 

37r 

1«.4« 

f  4# ; 

^O.oo 

4 

1,000 

LPO0 

/rr 

IMF. 

OK 
.  M  1 

S 

SOI 

SOI 

•  /  Jf 

U:M' 

C  ISSt  1  s 
’  lot  c* 

6 

SOI 

SOI 

lit 

_  fV  : 

29  M. 

1  iiioiitn 
) 

7 

SOI 

sot 

mt 

: 

1S.44 

tiSMJ 

1 

1 

8 

SOI 

SO! 

/sv 

It.## 

1 

•] 

TOTAL  COPIES 

fcn 

XO,003 

2sO,SoS 

■  ’>T^. 

Total  adwillaittb  PWN^j 

$42  #r 

2  TOTAL  POUNDS  ALL  ZONES 

.  A  ' 

'5  .  ■ 

i  1  Mi*i  ,«tv 

(  !  fut. 

M 

1  'at*.  i3  ua^  AL  . 
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CHAPTER  5 

Controlled  Circulation  Moil 

510  Rates  and  Fees 

511  Rates 

511.1  Rale  Elements.  The  postage 
charged  for  mailing  controlled 
circulation  matter  is  based  on  the 
application  of  the  two  following  rate 
elements  to  the  mailing. 

a.  Per-pound  rate.  The  total  weight  of 
the  mailing  in  pounds  is  multiplied  by 
this  rate. 

b.  Per-piece  rate.  The  total  number  of 
pieces  in  the  mailing  is  multiplied  by 
this  rale. 

Note:  The  postage  to  be  paid  for  a 
mailing  is  the  sum  of  the  charges 
determined  by  applying  the  per-pound 
rate  and  the  charges  determined  by 
applying  the  per-piece  rate. 

511.2  Current  Rates 


Per  pound  oc  fraction  of  a  pound .  15.3c 

Pei  piece  charge .  5.8c 


511.3  Form  3541-A.  The  mailer  must 
use  a  Form  3541-A,  Statement  of 
/. lading — Controlled  Circulation 
Publications,  to  compute  the  applicable 
postage.  A  completed  Form  3541-A  must 
be  submitted  by  the  mailer  to  the  Postal 
Service  with  each  mailing. 

512  Fees 

512.1  Address  Correction  Service  Fee. 
The  fee  for  address  correction  service  is 
25(t  per  notice  issued. 

512.2  Application  Fee.  There  are  no 
application  fees  for  controlled 
circulation  publications. 

520  Classification 

521  Description  and  Qualifications 

A  publication  whether  circulated 
either  free  or  to  paid  subscribers,  is 
eligible  for  controlled  circulation 
authorization  if  it  meets  all  of  the 
following  qualifications: 

a.  Each  issue  must  contain  at  least  24 
pages: 

b.  No  issue  may  contain  more  than  75 
percent  advertising  (see  522): 

c.  The  publication  must  be  issued  at 
regular  intervals  of  four  or  more  times  a 
year:  and 

d.  The  publication  may  not  be  owned 
or  controlled  by  one  or  more  individuals 
or  business  concerns  and  conducted  as 
an  auxiliary  to  and  essentially  for  the 
advancement  of  the  main  business  or 
calling  of  those  who  own  or  control  it. 

e.  The  name  of  the  publication  must 
be  shown  on  the  front/cover  page  in  a 
position  and  in  a  style  and  size  of  type 
that  makes  it  clearly  distinguishable 


from  the  name  of  the  publisher  or  other 
items  on  the  front. 

522  Definition  of  Advertising 

522.1  General.  The  term  advertising 
includes  all  materials  for  the  publication 
of  which  a  valuable  consideration  is 
paid,  accepted,  or  promised:  that  calls 
attention  to  something  for  the  purpose  of 
getting  people  to  buy  it,  sell  it,  seek  it,  or 
support  it. 

522.2  Specific.  If  an  advertising  rate  is 
charged  for  the  publication  of  reading 
matter  or  other  material,  such  material 
shall  be  deemed  to  be  advertising. 
Articles,  items,  and  notices  in  the  form 
of  reading  matter  inserted  in  accordance 
with  a  custom  or  understanding  that 
textual  matter  is  to  be  inserted  for  the 
advertiser  or  his  products  in  the 
publication  in  which  a  display 
advertisement  appears  are  deemed  to  be 
advertising.  If  a  publication  advertises 
its  own  services  or  issues,  or  any  other 
business  of  the  publisher  whether  in  the 
form  of  display  advertising  or  editorial 
or  reading  matter,  this  is  deemed  to  be 
advertising.  Public  service 
advertisements  for  which  no 
consideration  has  been  paid  are  not 
considered  advertising  for  postal 
purposes. 

523  What  May  Be  Mailed 

Only  bona  fide  pages  which  are  an 
integral  part  of  an  authorized  controlled 
circulation  publication  may  be  mailed  at 
controlled  circulation  rates.  Enclosures 
my  not  be  mailed  at  the  controlled 
circulation  rates.  Provisions  for 
combination  mailings  of  controlled 
circulation  publications  with  other 
classes  of  mail  are  contained  in  136.31. 
Supplements,  parts,  sections,  etc.,  are 
not  prohibited,  providing  they  are,  in 
fact,  integral  parts  of  the  publication. 
Although  not  required,  the  following  are 
indicators  (but  not  conclusive  evidence) 
that  material  is  an  integral  part  of  a 
publication: 

a.  Inclusion  in  the  publication’s 
pagination: 

b.  Listing  material  in  a  List  of 
Advertisers: 

c.  Listing  in  a  table  of  contents:  or 

d.  Indication,  in  the  primary  part  of 
the  publication,  that  specific  material  is 
included  as  parts,  sections,  or 
supplements. 

Note: 

Printing  “Supplement  to  .  ,  .  on 
material  is  not,  by  itself,  sufficient  to 
establish  it  as  an  integral  part  of  a 
publication. 

530  Service  Objectives 

Controlled  circulation  publications 
may  receive  deferred  service.  The  Postal 


Service  does  not  guarantee  the  delivery 
of  controlled  circulation  mail  within  a 
specified  time. 

540  Authorizations  and  Permits 

541  Controlled  Circulation 
Applications 

541.1  General.  Only  publishers  of 
publications  which  have  received 
controlled  circulation  authorization  from 
the  Office  of  Mail  Classification,  Rates 
and  Classification  Department,  USPS 
Headquarters  may  mail  at  the  controlled 
circulation  rates. 

541.2  Application  Procedures 

.21  A  publisher  may  apply  for 
controlled  circulation  mailing 
authorization  by  letter  to  the  postmaster  ' 
at  the  office  where  the  mailings  are  to 
be  made.  No  Postal  Service  form  is 
provided  for  this  purpose  and  no  fee  is 
charged  for  the  application.  A  separate 
application  must  be  filed  at  each  office 
where  the  publisher  desires  controlled 
circulation  authorization.  Letters  of 
application  must  be  submitted  in 
duplicate  and  must  state  the  name  of  the 
publication,  the  frequency  of  issue,  the 
name  and  address  of  the  publishers,  and 
other  information  substantiating  that  the 
publication  qualifies  under  the 
provisions  of  521d.  The  publisher  must 
submit  two  copies  of  the  most  recent 
issue  of  the  publication  with  the 
application.  The  nonadvertising  portion 
must  be  marked  in  the  copies  and  the 
percentage  of  nonadvertising  content 
noted  on  the  cover. 

.22  If  the  publisher  ilitends  to  cancel 
an  existing  authorization  at  another  post 
office,  the  application  must  include  the 
name  of  the  post  office  where  the 
authorization  is  to  be  canceled. 

541.3  Approving  or  Denying 
Applications.  The  postmaster  will 
submit  the  application  and  one  copy  of 
the  publication  to  the  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters, 
Washington,  DC  20260.  The  General 
Manager,  Domestic  Mail  Classification 
Division,  Office  of  Mail  Classification, 
rules  on  all  controlled  circulation 
applications.  He  will  notify  the 
postmaster  whether  the  application  was 
approved  or  denied.  The  postmaster  will 
then  notify  the  applicant. 

541.4  Mailing  While  Application 
Pending 

.41  General.  A  publisher  may  not 
mail  at  controlled  circulation  rates  until 
the  application  for  controlled  circulation 
privileges  is  approved  by  the  Office  of 
Mail  Classification,  Rates  and 
Classification  Department,  USPS 
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Headquarters.  Washington.  DC.  Postage 
at  the  applicable  first-,  third-,  or  fourth- 
class  rates  must  be  paid  while  the 
application  is  pending.  Exception:  If  the 
publication  is  authorized  to  mail  at 
second-class  rates,  the  publisher  may 
continue  to  pay  second-class  postage 
while  the  controlled  circulation 
application  for  the  publication  is 
pending. 

.42  Record  of  Postage  Paid.  If  third- 
or  fourth-class  postage  is  paid  through  a 
trust  account,  the  postmaster  will  keep  a 
record  of  such  mailings  on  Form  3503, 
Record  of  Deposits  Made  While  Second- 
Class  or  Controlled  Circulation 
Application  Is  Pending.  No  record  will 
be  kept  on  Form  3503  if  postage  is  paid 
at  first-  or  second-class  rates  or  if 
postage  is  not  paid  through  a  trust 
account. 

.43  Refund.  If  an  authorization  for 
controlled  circulation  mail  privileges  is 
issued  and  a  record  of  the  postage  paid 
has  been  kept  (see  541.42),  the 
postmaster  will  be  instructed  to  refund 
to  the  publisher  the  postage  paid  at 
third-  or  fourth-class  rates  in  excess  of 
the  controlled  circulation  rate  since  the 
effective  date  of  the  authorizaiton. 

Note:  No  refunds  will  be  made: 

a.  If  the  application  is  denied; 

b.  If  postage  was  paid  at  first-  or 
second-class  rates:  or 

c.  For  the  period  prior  to  the  effective 
date  of  the  authorization. 

541.5  Effective  Date.  The  effective  date 
of  the  authorization  is  the  date  of  the 
application  if  the  publication  was 
eligible  for  controlled  circulation 
privileges  on  that  dale,  or  the  date  of 
eligibility  if  it  became  eligible  after  the 
date  of  application. 

541.6  Appeal  of  a  Denied  Application. 
If  the  application  is  denied,  the 
publisher  may  appeal  the  denial  by 
writing  to  the  postmaster  at  the  office  of 
application  within  15  days  of  receipt  of 
the  notice  of  denial.  The  Director,  Office 
of  Mail  Classification,  will  make  a  final 
ruling  on  the  appeal, 

542  Change  in  Title  or  Frequency 

Publishers  must  submit  written 
notification  of  changes  in  title  and/or 
frequency  to  the  postmaster  of  the  office 
where  controlled  circulation  privileges 
are  authorized,  with  two  copies  of  the 
publication  showing  the  new  title  and/ 
or  frequency.  The  postmaster  forwards 
the  notification  with  one  copy  of  the 
publication  to  the  General  Manager, 
Domestic  Mail  Classification  Divisison, 
Office  of  Mail  Classification,  Rates  and 
Classification  Department,  USPS 
Headquarters,  Washington,  DC  20260. 


543  Revocation  of  Controlled 
Circulation  Privileges 

543.1  Notice  By  Postmaster.  The  Postal 
Service  will  revoke  controlled 
circulation  authorizations  of 
publications  which  fail  to  meet  the 
requirements  in  521.  Postmasters  must 
notify  the  General  Manager,  Domestic 
Mail  Classification  Division,  when  a 
publication  is  discontinued,  or  when  it 
fails  to  meet  the  requirements  in  521  or 
the  conditions  set  forth  in  its  letter  of 
authorization.  Postmasters  must  include 
the  publishers'  current  mailing  address 
with  any  notice  of  discontinuance  or 
failure  to  meet  the  requirements. 

543.2  Determination.  If  it  is  determined 
that  a  publication  is  no  longer  qualified 
for  controlled  circulation  privileges,  the 
General  Manager,  Domestic  Mail 
Classification  Division,  will  notify  the 
publisher  and  the  postmaster  at  the 
office  of  entry  of  the  revocation.  The 
revocation  will  become  effective  15  days 
from  the  receipt  of  the  notice  by  the 
publisher  unless  a  written  appeal  is  filed 
with  the  postmaster.  The  postmaster 
will  forward  such  appeals  to  the 
Director,  Office  of  Mail  Classification, 
for  the  final  agency  decision. 

550  Physical  Limitations 

There  are  no  physical  limitations 
other  than  those  contained  in  521  for 
controlled  circulation  publications 
addressed  to  domestic  destinations. 
Publication  42,  International  Mail, 
prescribes  weight  limits  for  mailings  to 
foreign  destinations. 

560  Preparation  Requirements 

561  Identification  Statements  in  Copies 

561.1  Information  Required.  Copies  of 
publications  entered  as  controlled 
circulation  mail  and  copies  of 
publications  awaiting  approval  of  their 
application  for  controlled  circulation 
privileges  must  have  an  identification 
statement  conspicuously  shown  in  type 
no  smaller  than  can  be  easily  read  (ij  on 
one  of  the  first  five  pages  (preferably  in 
the  masthead)  or  (2)  in  the  masthead  on 
the  editorial  page  (provided  the  location 
of  the  editorial  page  is  shown  on  the 
front  page  of  the  publication  in  the  table 
of  contents).  The  identification 
statement  must  contain  all  of  the 
following  items: 

o.  Name  of  Publication  and 
Publication  Number.  The  publication 
number  includes  an  alpha  prefix  and  is 
to  be  within  parentheses  immediately 
following  or  below  the  name  of  the 
publication,  for  example,  MANAGING 
WIDGETS  (USPS  123--I56).  The 
publication  number  will  be  furnished  by 
the  Office  of  Mail  Classification,  Rates 


and  Classification  Department,  USPS 
Headquarters  and  must  be  included 
within  90  days  of  the  notification.  The 
publication  number  may  be  omitted  if  it 
appears  on  the  front/ cover  page. 

b.  Date  of  Issue.  The  date  of  issue  may 
be  omitted  if  it  appears  on  the  front/ 
cover  page. 

c.  Statement  of  Frequency. 

d.  Issue  Number.  Every  issue  of  each 
publication  should  be  numbered 
consecutively.  The  consecutive 
numbering  of  published  issues  may  not 
be  broken  by  assigning  numbers  to 
issues  unavoidably  omitted.  The  issue 
number  may  be  omitted  if  it  appears  on 
the  front/cover  page. 

e.  Subscription  Price.  If  the 
publication  has  one. 

f.  Name  and  Address  of  Known  Office 
of  Publication.  Including  street  number, 
street  name  and  ZIP  Code.  Jhe  street 
name  and  number  are  optional  if  there  is 
no  letter  carrier  service.  The  known 
office  of  publication  must  be  clearly 
distinguishable  from  the  names  of  other 
offices  of  the  publication. 

g.  Controlled  Circulation  Imprint. 
Which  reads  “Controlled  Circulation 

Postage  Paid  at - .”  If  a  publication 

is  authorized  to  be  mailed  at  two  or 
more  offices,  the  imprint  must  read 
“Controlled  Circulation  Postage  Paid  at 

- and  at - OR  Notice  of 

Pending  Application.  If  copies  are 
mailed  under  deposits  of  money  while 
an  application  is  pending,  a  notice  must 
be  included  which  reads  “Application 
To  Mail  At  Controlled  Circulation 

Postage  Rates  Is  Pending  At - (and 

at - ).” 

h.  Mailing  Address  For  Change  of 
Address  Orders.  A  statement  in  normal 
text  type  of  the  publication,  indicating 
where  change  of  address  orders  are  to 
be  sent,  which  reads:  “POSTMASTER: 
Send  address  changes  to  (Publication 
name  and  mailing  address)".  Follow 

562.3  in  preparing  publications  which 
are  wrapped. 

561.2  Sample  Format.  The  following 
is  an  example  of  an  appropriate 
identification  statement  format: 

“MANAGING  WIDGETS  (USPS  123-456)  is 
published  daily  except  Sundays  and  holidays 
for  $28  per  year  by  Business  Ideas  Go.,  44 
South  Street,  Hyattsville,  MD  20784. 
Controlled  circulation  postage  paid  at 
Hyattsville,  MD. 

POSTMASTER;  Send  address  changes  to 
MANAGING  WIDGETS.  P.O.  Box  4.  Boulder. 
CO  80302.” 

561.3  Known  Office  of  Publication.  In 
the  example  (561.2)  the  publisher’s 
known  office  of  publication  is  located  in 
Hyattsville,  Maryland  where  circulation 
records  must  be  available  for  postal 
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examination.  The  fulfillment  office  is 
located  at  Boulder,  Colorado. 

561.4  Wrapped  Publications.  When  a 
controlled  circulation  publication  is 
wrapped  for  mailing,  a  printed  or 
handstamped  notice  of  entry  as  in  561.1g 
must  appear  on  the  envelopes  or 
wrappers  in  which  the  copies  are 
mailed.  Follow  562.2  in  preparing 
publications  in  wrappers  and  envelopes 
for  mailing. 

561.5  Mailed  From  More  Than  One 
Office.  When  the  same  controlled 
circulation  publication  is  mailed  from 
more  than  one  post  office,  the  publisher 
may  show  the  name  of  each  post  office 
where  it  is  mailed  provided  the  correct 
LISPS  publisher  number  appears 
immediately  following  the  post  office 
name.  Example: 

"MANAGING  WIDGETS  (USPS  123-456)  is 
published  daily  except  Sundays  and  holidays 
for  $28  per  year  by  Business  Ideas  Co.,  44 
South  Street,  Hyattsville,  MD  20784. 
Controlled  circulation  postage  paid  at 
Hyattsville,  MD  (USPS  123-456):  Dayton,  OH 
(USPS  326-491):  Youngstown,  OH  (USPS  864- 
224):  Cleveland,  OH  (USPS  543-721). 

"POSTMASTER:  Send  address  changes  to 
MANAGING  WIDGETS,  P.O.  Box  30204, 
Boulder,  CO  30302.” 

562  Preparation 

562.1  Folding.  Publishers  are 
encouraged  to  fold  publications  to  a  size 
not  larger  than  11%  by  14  V2  inches, 
when  practical.  A  quarter  fold  in 
newspaper  size  publications  or  a  one- 
half  fold  in  tabloid  or  other  smaller 
publications  should  normally  achieve 
these  dimensions.  Publications  should 
not  be  rolled. 

562.2  Wrapping 

.21  Individually  addressed  copies 
not  wrapped  or  tied  together  as  a 
package  by  the  mailer  as  required  by 
564.1,  must  be  enclosed  in  wrappers  or 
envelopes. 

.22  All  single  copies  addressed  to 
Army  or  Air  Force  post  offices  must  be 
enclosed  in  wrappers  or  envelopes. 

.23  Publishers  are  encouraged  to 
place  publications  of  small  size  or  of 
flimsy  nature  in  envelopes. 

J2A  White  or  other  light-colored 
paper  must  be  used  for  wrapping.  Old 
newspapers  may  not  be  used. 

.25  Controlled  circulation  mail  must 
be  prepared  so  that  it  can  be  easily 
examined.  Mailing  of  publications  at  the 
controlled  circulation  rate  of  postage  is 
consent  by  the  sender  to  postal 
inspection  of  the  contents,  whether 
loose  or  inserted  in  envelopes, 
wrappers,  or  other  covers.  Mailers  who 
want  to  insure  that  publications  are  not 
opened  for  postal  inspection  must  pay 
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first-class  rates  of  postage  and  should 
plainly  mark  First-Class  or  some  similar 
endorsement  on  the  envelope,  wrapper, 
or  cover  used. 

562.3  Addressing 

.31  Each  piece  including  the  top  copy 
of  a  firm  package  (see  564.11)  must  bear 
the  name  and  address  of  the  subscriber. 
The  address  must  include  the  ZIP  Code. 
Exception:  the  ZIP  Code  may  be  omitted 
from  pieces  bearing  a  simplified  address 
in  accordance  with  122.41. 

.32  The  name  of  the  post  office  and 
State  should  be  the  most  prominent  part 
of  the  address. 

.33  All  pieces  should  be  addressed  in 
a  legible  hand  or  plain  type  not  smaller 
than  10  point.  Black  or  other  strongly 
contrasting  ink  should  be  used. 
Addresses  should  not  be  written  in 
pencil. 

.34  White  or  other  light-colored 
paper  must  be  used  for  address  strips. 

.35  Addresses,  including  address 
strips,  must  be  placed  in  a  visible 
position  either  on  the  wrapper  or 
envelope  or  directly  on  the  copies. 

When  the  address  is  placed  on  the 
wrapper,  it  must  appear  on  a  flat  side 
and  never  on  the  fold. 

.36  Addresses  must  be  placed  on  the 
front  or  back  cover  so  that  they  may  be 
easily  read.  It  is  suggested  they  be 
placed  so  that  when  the  bound  (or 
folded)  edge  is  grasped  in  the  right  hand, 
the  address  should  be  along  the  bound 
edge  or  the  top  edge  near  the  bound 
edge  as  illustrated  in  Exhibit  562.36. 

563  Marking 

563.1  Notice  of  Entry.  Sealed  or 
unsealed  envelopes  used  as  wrappers 
and  sealed  covers  must  show  a  notice  of 
entry  in  the  upper  right  corner  of  the 
address  area.  The  upper  left  corner  must 
show  the  name  of  the  publication 
followed  immediately  by  the  publication 
number  furnished  by  the  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters  and 
the  mailing  address  to  which 
undeliverable  copies  or  change  of 
address  notices  are  to  be  sent.  The 
publication  number  includes  an  alpha 
prefix  and  is  to  be  within  parentheses; 
for  example,  THE  NATIONAL  WEEKLY 
(ISSN  9876-543X)  or  THE  COMMUNITY 
JOURNAL  (USPS  123-456).  See  561.1f 
and  563.3  for  additional  instructions.  An 
alternative  to  printing  these  required 
endorsements  on  the  wrapper  is  to  print 
them  directly  on  the  outside  of  the 
publication,  provided  they  can  be 
readily  recognized  and  easily  read  when 
the  wrapper  is  in  place.  This  permits  the 
use  of  clear  plastic  wrappers  and 


opaque  sleeves  which  only  partially 
cover  the  publication. 

563.2  Return  Postage  Guaranteed. 
Publishers  who  desire  return  postage 
guaranteed  service  must  mark  their 
publications  as  described  in  593. 

563.3  Requests  for  Change  of  Address. 
Publishers  may  place  requests  for 
change  of  address  information  from 
subscribers  on  wrappers  or  envelopes 
containing  copies  of  controlled 
circulation  publications.  A  statement 
reading  substantially  as  follows  may  be 
printed  on  the  wrappers  or  envelopes: 

Moving?  Send  the  address  label  with  your 
corrections  to:  (name  and  address  of 
publisher). 

564  Presort  Requirements  (See  Exhibit 
564) 

564.1  Packaging  Requirements 

.11  Firm  Packages.  When  there  are 
two  or  more  copies  for  the  same 
address,  they  must  be  made  up  into  one 
package  if  only  one  piece  rate  is  paid  for 
the  group.  Affix  blue  label  F  (see  564.19). 

.12  5-Digit  Packages.  When  there  are 
six  or  more  copies  for  the  same  5-digit 
ZIP  Code  destination,  they  must  be 
made  up  into  5-digit  packages.  Mailers 
are  encouraged  to,  but  are  not  required 
to,  affix  red  label  D. 

.13  Loose  Packing.  Management 
sectional  center  (MSC)  managers  may 
authorize  loose  packing  of  copies  in  full 
No.  3  sacks  without  bundling  when  all 
material  in  a  sack  goes  to  the  same  5- 
digit  ZIP  Code.  Copies  must  be  placed  to 
maintain  orientation  of  the  pieces  while 
in  transit.  Mailers  desiring  to  loose  pack 
copies  must  make  requests  through  the 
post  office  of  mailing.  Note:  the  terms 
loose  pack  or  loose  packing  refer  to  the 
placement  of  unbundled,  unbound  mail 
pieces  in  a  receptacle  such  as  a  mail 
sack. 

.14  Mixed  City  Packages.  When 
there  are  six  or  more  copies  for  the  same 
multi-ZIP  Coded  post  office  remaining 
after  the  required  5-digit  packages  have 
been  made,  they  must  be  made  up  into 
mixed  city  packages.  Affix  yellow  label 
C. 

BILLING  CODE  7710-12-M 
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FRONT  COVER 


BACK  COVER 


BtULlMG  CODE  7710-12-C 


Exhibit  562.36— Placement  of  Address 
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.15  Sectional  Center  Facility  (SCF) 
Packages.  When  there  are  six  or  more 
copies  for  post  offices  in  the  same  SCF 
delivery  area  remaining  after  the 
required  5-digit  or  mixed  city  packages 
have  been  made,  they  must  be  made  up 
into  SCF  packages.  Affix  green  label  3. 

.16  State  Packages.  When  there  are 
six  or  more  copies  for  a  State  remaining 
after  the  required  3-digit  packages  have 
been  made,  they  must  be  made  up  into 
state  packages.  Affix  orange  label  S. 
Individual  copies  in  state  packages  must 
be  wrapped  in  accordance  with  562.2. 

.17  Mixed  State  Packages.  Copies 
remaining  after  all  of  the  packages  have 
been  made  as  outlined  above,  must  be 
made  up  into  a  mixed  state  package. 
Attach  a  mixed  state  white  facing  slip. 
Individual  copies  in  mixed  state 
packages  must  be  wrapped  in 
accordance  with  562.2. 

.18  Facing.  All  copies  in  a  package 
must  be  faced  the  same  way  with  an 
address  visible  on  the  top  copy. 

.19  Package  Labels.  Pressure 
sensitive  package  labels  must  be  applied 
to  the  lower  left  corner  of  the  address 
side  of  the  top  copy  on  letter  size 
packages  and  next  to  the  address  on 
larger  packages.  Facing  slips  must  be 
placed  on  the  address  side  of  the  top 
copy  in  mixed  state  and  foreign 
packages.  Pressure  sensitive  labels  and 
facing  slips  are  available  from  post 
offices. 

564.2  Sacking  Requirements 

.21  General.  Except  where  bundling 
or  palletizing  is  authorized  (see  564.3  or 
564.4),  packages  must  be  placed  in  sacks 
when  matter  addressed  to  the  same  5- 
digit  ZIP  Code,  the  same  mixed  city,  the 
same  SCF  delivery  area,  or  the  same 
state  distribution  center  weighs  20 
pounds  or  more  or  is  1,000  cubic  inches 
or  more  in  volume.  However,  no  more 
than  70  pounds  may  be  placed  in  any 
sack. 

.22  5-Digit  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of  material 
addressed  to  the  same  5-digit 
destination,  packages  must  be  made  up 
into  5-digit  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  City,  State  and  5-Digit 
Destination 

Line  2;  Contents  (ORD  P) 

Line  3:  Office  of  Mailing 

Sample: 

PHILADELPHIA  PA  19118 
ORDP 

BOSTON  MA 

.23  Mixed  City  Sacks.  When  there 
are  20  pounds  or  1,000  cubic  inches  of 
material  addressed  to  the  same  multi- 
ZIP  Coded  post  office  after  making  up  5- 


digit  sacks,  the  packages  must  be  made 
up  into  mixed  city  sacks.  The  sacks 
must  be  labeled  in  the  following  manner; 

a.  Mixed  city  with  unique  3-digit  ZIP 
Code  Prefix 

Line  1:  City,  State  and  3-Digit  Prefix 
Line  2;  Contents 
Line  3:  Office  of  Mailing 
Sample: 

PHILADELPHIA  PA  191 
ORDP 

BOSTON  MA 

b.  Mixed  city  without  a  unique  3-digit 
ZIP  Code  Prefix 

Line  1;  City,  State  and  Lowest  ZIP 
Code 

Line  2:  Contents 

Line  3:  Office  of  Mailing 

Sample: 

OAK  LAWN  IL  60453 
ORDP 

BOSTON  MA 

.24  SCF  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of 
packages  addressed  to  post  offices  in 
the  same  SCF  delivery  area,  after 
making  up  5-digit  or  mixed  city  sacks, 
the  packages  must  be  made  up  into  SCF 
sacks.  The  sacks  must  be  labeled  in  the 
following  manner; 

Line  1:  Name  &  State  of  SCF,  principal 
3-digit  ZIP-Code  Prefix 
Line  2:  Contents 
Line  3:  Office  of  Mailing 
Sample: 

SCF  PHILADELPHIA  PA  190 
ORDP 

BOSTON  MA 

A  list  of  all  SCF’s,  the  first  three  digits 
of  all  ZIP  Codes  served  by  these 
facilities,  and  the  principal  3-digil  ZIP 
Code  prefixes  that  are  to  be  used  on 
SCF  sack  labels  is  contained  in 
Publication  65,  National  ZIP  Code  and 
Post  Office  Directory. 

.25  State  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of 
packages  addressed  to  the  same  State 
remaining  after  SCF  sacks  have  been 
prepared,  the  packags  must  be  made  up 
into  state  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  Name  of  State  Distribution 
Center  for  State  of  Destination 
Line  2:  Contents  and  State 
Line  3:  Office  of  Mailing 
Sample: 

DIS  KANSAS  CITY  MO  640 
ORDP  MO 

SAN  FRANCISCO  CA 
.26  Mixed  State  Sacks.  Packages 
remaining  after  state  sacks  have  been 
prepared,  must  be  made  up  into  mixed 
state  sacks.  The  sacks  must  be  labeled 
in  the  following  manner: 


Line  1:  Mixed  States  Distribution 
Location 

Line  2:  Contents 

Line  3:  Office  of  Mailing  Sample: 

DIS  CHICAGO  IL  606  ORD  P  MIXED 
STATES  CHICAGO  IL 

564.3  Bundling  Instead  of  Sacking 

.31  Regional  Authorization 

.311  The  Regional  Postmaster  General 
for  the  post  office  of  mailing  may 
authorize  dispatch  of  controlled 
circulation  mail  in  bundles  outside  of 
mail  sacks  if  such  separation  is 
beneficial  to  the  Postal  Service.  The 
publisher  must  submit  an  application  to 
the  postmaster  where  the  mail  is  to  be 
deposited.  The  following  information 
must  be  furnished  with  the  application: 

a.  Name  of  publication  and  frequency 
of  mailing; 

b.  Identity  of  post  offices  to  which 
shipments  will  be  made;  and 

c.  Approximate  quantity  of  copies  and 
number  of  bundles  to  each  office. 

d.  Mode  of  transportation  to  be  used. 

.312  The  postmaster  will  forward  the 

application  to  the  Regional  Postmaster 
General  with  a  detailed  explanation  of 
the  transportation  and  processing 
arrangements.  The  application  will  be 
reviewed  by  the  General  Manager, 
Logistics  Division,  and  by  others 
concerned  in  that  region  and  in  any 
other  region  which  will  process  the  mail 
in  order  to  determine  whether 
intermediate  or  destination  offices  are 
capable  of  receiving  and  processing  the 
bundles  without  increasing  overall 
processing  costs.  The  Regional 
Postmaster  General  will  notify  the 
postmaster  at  the  office  where  the  mail 
is  to  be  entered  whether  the  application 
has  been  approved  or,  if  not,  the  reason 
for  denial.  The  postmaster  will  send  a 
notice  of  the  decision  to  the  mailer. 

.32  Bundling  Requirements.  Mailers 
bundling  instead  of  sacking  publications 
must  observe  the  following  procedures: 

a.  Presort  by  ZIP  Code.  Mailers  must 
presort  publications  by  ZIP  Code 
separations  as  required  by  564.1. 

b.  Prepared  Like  Sacks.  Bundles  must 
be  prepared  on  the  same  basis  as  sacks 
(see  564.2)  and  individual  separations 
within  a  bundle  must  be  appropriately 
wrapped  or  tied  to  maintain  the  identity 
of  the  separation.  The  number  of 
bundles  should  not  exceed  the  number 
of  sacks  which  would  otherwise  be  used 
in  a  mailing,  except  when  those  bundles 
are  used  in  an  approved  palletizing 
mailing.  This  may  require  bundling  up  to 
the  40  pound  maximum  when  volume 
warrants  and  the  mailing  is  not 
palletized. 
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c.  Weight  and  Numbers.  The  weight  of 
a  bundle  must  not  exceed  40  pounds  and 
the  minimum  number  of  copies  in  a 
bundle  may  not  be  less  than  20  pounds 
or  1,000  cubic  inches  in  volume.  Lesser 
quantities  must  be  included  in  bundles 
for  the  next  lower  level  of  sortation. 

d.  Labeling.  All  bundles  must  be 
appropriately  labeled  on  top  to  show 
destination  and  contents  as  required 
with  sacks.  Similarly,  each  separation 
within  a  bundle  must  be  identified  by 
labels  in  accordance  with  564.19. 

e.  Machinable  Mailings.  Mailings  must 
be  machinable  by  Postal  Service  sack¬ 
sorting  equipment  unless  they  consist  of 
publications  intended  only  for  local 
delivery  area  (same  3-digit  ZIP  Code 
prefix).  It  is  the  responsibility  of  the 
mailer  to  satisfy  the  Postal  Service  that 
mailings  are  machinable.  This  can  be 
verified  by  having  the  mailing  post 
office  test  process  ten  or  more 
production  bundles  on  two  or  more 
passes  through  a  Bulk  Mail  Center 
(BMC).  Ordinarily,  bundles  require  cross 
strapping  and  heavy-gauge  shrink  or 
stretch  wrap  to  insure  their  integrity  in 
the  mailstream. 

f.  Local  Processing  and  Delivery. 

When  controlled  circulation 
publications  are  entered  for  local 
processing  and  delivery  (i.e.  without 
being  routed  through  a  BMC)  they  need 
not  meet  the  requirements  of  564.32e. 
However,  bundles  must  be  securely 
bound  to  withstand  handling  without 
breakage  or  damage  and  to  prevent 
injury  to  postal  personnel  or  damage  to 
mechanized  sorting  systems.  If  wire  is 
used  it  must  have  rounded  edges  and 
flat  ends.  Binding  material  must  be 
applied  at  least  once  around  the  length 
and  girth.  The  use  of  metal  strapping  is 
discouraged  because  of  its  possible 
hazards. 

564.4  Palletizing  instead  of  Sacking 

.41  Regional  Authorization.  The 
Regional  Postmaster  General  for  the 
post  office  of  mailing  may  authorize  the 
dispatch  of  controlled  circulation  mail 
on  pallets  without  mail  sacks,  if  such 
preparation  is  beneficial  to  the  Postal 
Service.  Applications  for  palletizing 
instead  of  sacking  must  be  made  and 
processed  as  prescribed  for  bundling  in 
564.31. 

.42  Palletizin'^  Requirements.  Mailers 
palletizing  instead  of  sacking 
publications  must  observe  the  following 
procedures: 

a.  Mailers  must  presort  publications 
and  prepare  packages  as  prescribed  by 
564.1.  The  Regional  Postmaster  General 
may  waive  packaging  requirements  for 
5-digit  ZIP  Code  pallets  when  mailers 
effectively  demonstrate  that  they  will 


prepare  pallets  to  remain  intact  to 
destination. 

b.  Pallets  must  be  made  up  as  5-digit 
ZIP  Code,  mixed  city,  SCF,  state  or 
mixed  state  pallets  when  the  mail  load 
to  a  destination  is  either  650  pounds  or 
three  feet  high.  Pallets  must  not  contain 
more  than  2,000  pounds  of  mail  nor  more 
than  one  zone. 

c.  Pallets  must  be  labeled  in  the 
format  described  in  564.2.  These  labels 
must  be  at  least  five  inches  by  nine 
inches  in  size  with  characters  at  least 
one  inch  high. 

BILUNG  CODE  771G-12-M 


HOH  TO  PREPARE  CONTROLLED  CIRCULATION  RAIL 

Pieces  qualifying  for  the  rate  MUST  be  prepared  in  the  foltowing  sequence: 


Exhibit  564 
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564.5  Copies  for  Military  Post  Offices 
Overseas 

.51  Direct  Packages.  When  more 
than  one  copy  is  addressed  to  one  unit, 
APO,  or  Navy  or  Marine  Corps  address 
(see  122.8),  the  copies  must  be  securely 
wrapped  in  packages  or  tied  in  bundles 
labeled  for  the  military  address. 

.52  Mixed  Packages.  After  all  direct 
packages  have  been  made,  if  there  are 
more  than  five  copies  remaining  for 
dispatch  through  any  postal 
concentration  center,  they  must  be 
wrapped  in  packages  or  tied  in  bundles 
and  labeled  for  the  center. 

.53  Direct  Sacks.  When  there  are  a 
sufficient  number  of  packages  and 
bundles  for  one  unit,  APO,  or  Navy  or 
Marine  Corps  address  to  fill 
approximately  one-half  of  a  No.  2  sack, 
a  direct  sack  must  be  made  up.  Direct 
sacks  will  not  be  opened  at  postal 
concentration  centers.  The  sack  should 
be  labeled  in  the  following  manner: 

Line  1:  Postal  Concentration  Center 
Designation,  City,  State.  3-digit  ZIP  Code 
Prefix 

Line  2:  Contents,  APO  or  FPO 
Designation  and  5-digit  ZIP  Code 

Line  3:  Publication  Title,  Office  of 
Mailer 

Sample: 

PCC  NEW  YORK  NY  110 

ORD  P  APO  09360 

THE  RECORDER  NEW  YORK  NY 

.54  Mixed  Sacks  When  the  quantity 
is  insufficient  for  a  direct  sack  but  there 
are  enough  bundles  or  packages  for 
dispatch  through  one  postal 
concentration  center  to  fill 
approximately  one-half  of  a  No.  2  sack, 
a  sack  must  be  made  up  for  that  center 
and  labeled  in  the  following  manner: 

Line  1:  Postal  Concentration  Center 
Designation,  City,  State.  3-digit  ZIP  Code 
Prefix 

Line  2:  Contents,  APO  or  FPO 
Designation  for  MAIL 

Line  3:  Publication  Title.  Office  of 
Mailing 

Sample: 

PCC  SAN  FRANCISCO  CA  962 

ORD  P  APO  MAIL 

THE  RECORDER  NEW  YORK  NY 

570  Mailing 

A  publication  mailed  at  controlled 
circulation  rates  must  be  mailed  at  the 
post  office  of  entry  specified  in  its 
controlled  circulation  authorization. 
Mailings  must  be  made  between  the 
times  and  at  the  locations  designated  by 
the  postmaster. 


580  Payment  of  Postage 

581  Payments  in  Advance  of  Dispatch 

Postage  must  be  fully  prepaid  before 
controlled  circulation  mailings  are 
dispatched.  Payment  must  be  made 
through  an  advance  deposit  account 
established  at  the  post  office  of  mailing. 
The  post  office  will  issue  receipts  for 
advance  deposit  account  payments. 


582  Mailing  Statement 

582.1  Submitting  Form  3541-A. 
Controlled  circulation  postage  must  be 
computed  on  Form  3541-A,  Statement  of 
Mailing — Controlled  Circulation 
Publications  (see  Exhibit  582).  The 
publisher  must  submit  a  properly 
completed  Form  3541-A  at  the  time  of 
mailing. 
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Exhibit  582— Form  354 1>A  Statement  of  Mailing-Controlled 
Circulation  Publications 


582.2  Mailing  While  Application 
Pending.  Publishers  mailing  at  third-  or 
fourth-class  rates  under  a  trust  fund 
account  while  their  application  is 
pending  (see  541.4)  must  submit  Form 
3541-A  with  each  mailing,  with  the 
words  Pending  Application  noted  on  the 
form.  In  addition  to  all  requested 
information,  the  form  must  contain  a 
notation  of  the  third-  or  fourth-class  rate 
used  to  compute  the  postage  placed  in 
trust,  and  an  explanation  of  how  that 
rate  was  computed. 

582.3  Computing  Average  Weight.  The 
average  weight  per  copy  entered  on  the 
Form  3541-A  must  include  the  weight  of 
any  string,  rubber  bands,  straps, 
wrapping,  etc.,  used  to  prepare  the 
packages  required  by  564.1.  Compute  the 
average  weight  by  weighing  a  selected 
number  of  packages  which  appear  to  be 
representative  of  the  total  mailing. 
Divide  the  weight  of  these  packages  by 
the  number  of  copies  in  the  packages. 


Record  fractions  of  pounds  to  six 
decimal  places. 

583  Marked  Copy 

The  publisher  must  submit  a  copy  of 
the  issue  being  mailed  with  each  mailing 
statement.  The  publisher  must  mark  this 
copy  so  the  advertising  content  can  be 
verified.  Advertising  is  defined  in  522. 
The  publisher  must  also  indicate,  on  the 
first  page  of  each  marked  copy,  the  total 
units  and  percentage  of  space  devoted 
to  advertising  and  nonadvertising 
material.  This  may  be  expressed  in 
column  inches,  square  inches,  pages,  or 
any  other  recognized  units  of  measure. 

584  Statistical  Statement 

Publishers  mailing  controlled 
circulation  publications  must  complete 
Form  8-C,  Pieces  by  Destination, 
Controlled  Circulation  Publication,  and 
submit  it  to  the  postmaster  with  the 
mailing  statement  (Form  3541-A)  for  the 
first  mailing  of  each  fiscal  year.  Form  8- 
C  must  also  be  submitted  with  the 
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mailing  statement  for  the  first  mailing  at 
a  new  post  office  of  entry,  after  the 
controlled  circulation  authorization  has 
been  received.  Forms  3541-A  and  8-C 
are  distributed  to  publishers  by  their 
postmasters.  If  the  publisher  fails  to 
submit  Form  ft-C,  the  Postal  Service  will 
refuse  to  accept  the  publisher’s  mailing. 

585  Mailer’s  Records 

Mailers  must  maintain  records 
adequate  to  verify  the  number  and 
weight  of  copies  reported  on  Forms 
3541-A.  These  records  are  subject  to 
periodic  audit  by  the  Postal  Service. 

590  Ancillary  Services 

591  Forwarding 

591.1  Local  Change  of  Address.  When 
there  has  been  any  kind  of  a  change  in 
the  local  address,  copies  of  controlled 
circulation  publications  bearing  the  old 
local  address  will  be  delivered  to  the 
new  local  address  without  charge  for 
three  months.  This  procedure  will  be 
followed  whether  or  not  the  copies  bear 
the  sender’s  request  for  return.  The  term 
local  address,  as  used  in  this  section, 
means  any  address  served  by  the  city, 
rural,  or  highway  contract  carriers  of 
any  specific  post  office  or  a  post  o^ice 
box  or  general  delivery  address  at  the 
same  post  office.  Form  3576,  Change  of 
Address  Notice  to  Correspondents, 
Businesses,  and  Publishers,  will  be 
furnished  to  the  addressee  at  the  new 
local  address,  and  the  addressee  will  be 
requested  to  use  it  promptly  to  give  the 
sender  the  new  local  address. 

591.2  Non-Local  Change  of  Address 

.21  Guarantee  to  Pay  Forwarding 
Postage.  When  a  change  of  address  is 
other  than  a  change  of  local  address, 
and  the  addressee  has  filed  a  written 
guarantee  (on  Form  3575,  Change  of 
Address  Order,  or  by  other  means)  to 
pay  forwarding  postage,  the  copies  of 
controlled  circulation  publications 
bearing  !he  old  address  will  be 
forwarded  to  the  new  address  for  three 
months  rated  with  postage  due  at  the 
single  piece  third-class  rate  or  the 
fourth-class  rate  according  to  the  weight 
of  each  individually  addressed  copy  or 
package  of  unaddressed  copies.  Form 
3576  will  be  furnished  to  the  addressee 
at  the  new  address. 

.22  Failure  to  Guarantee.  When  a 
change  of  address  is  other  than  a  local 
change  of  address  and  the  addressee 
has  not  filed  a  written  guarantee  to  pay 
forwarding  postage,  copies  of  controlled 
circulation  publications  bearing  the  old 
address  will  not  be  forwarded,  but  will 
be  disposed  of  by  the  Postal  Service. 


592  Address  Correction  Service 

592.1  Notifying  Publishers.  The 
addressee’s  new  address,  or  the  reason 
why  a  controlled  circulation  publication 
is  undeliverable  if  the  new  address  is 
not  known,  will  be  furnished  to  the 
publishers  by  the  Postal  Service.  This 
service  is  mandatory  for  all  controlled 
circulation  publications,  and  the  address 
correction  service  fee  must  be  paid  for 
each  notice  issued  (see  512.1). 

592.2  Sending  NotiHcation.  Address 
correction  service  will  be  provided  for 
the  first  issue  after  three  months  when 
the  publication  is  undeliverable  due  to  a 
change  in  the  local  address.  When 
copies  of  the  publication  are 
undeliverable  for  any  reason  other  than 
a  change  in  the  local  address,  the 
address  correction  notice  will  be 
prepared  for  the  first  undeliverable  copy 
of  the  publication  received.  Unless 
copies  of  the  publication  are  to  be 
forwarded  under  591  or  returned  under 
593,  copies  received  after  the  address 
correction  notice  is  mailed  will  be 
disposed  of  as  waste. 

593  Return 

The  publisher  of  a  controlled 
circulation  publication  may  request  that 
copies  which  are  undeliverable  as 
addressed  be  returned  if  the  publisher 
guarantees  to  pay  the  return  postage.  In 
order  to  receive  this  service,  the  words 
RETURN  POSTAGE  GUARANTEED 
must  be  printed  on  the  envelopes  or 
wrappers,  or  on  one  of  the  outside 
covers  of  unwrapped  copies, 
immediately  preceded  by  the  sender’s 
name  and  address,  including  ZIP  Code. 
The  rate  charged  for  return  is  the  single 
piece  third-class  rate  or  the  fourth-class 
rate,  according  to  the  weight  of  each 
individually  addressed  copy  or  package 
of  unaddressed  copies.  This  rate  charge 
is  in  addition  to  the  charge  for  the 
address  correction  notice. 

CHAPTER  6 

Third-Qoss  Moil 

610  Rates  and  Fees 

611  Rates 

611.1  Single  Piece  Rates 

.11  General.  The  single  piece  rates 
are  applied  to  each  piece  according  to 
its  weight. 


Thi  single  piece  rates  are: 

0  to  2  ozs _ _ _  20t 

Over  2  to  4  ozs _ _ 40t 

Over  4  to  6  ozs . 53t 

Over  6  to  8  ozs . ;. .  664 

Over  8  to  10  ozs . . .  79t 

Over  10  to  12  ozs . 92t 

Over  12  to  14  ozs . $1.05 

Over  14  tiut  less  than  16  ozs . .  Si. 18 


.12  Exception.  When  the  postage 
rate  computed  at  the  single  piece  third- 
class  rate  is  higher  than  the  rate 
prescribed  in  the  corresponding  fourth- 
class  category  for  which  the  piece 
qualifies  (see  710),  the  applicable  lower 
fourth-class  rate  is  charged. 

611.2  Bulk  Rates  (See  Exhibit  611.2) 

611.3  Minimum  Bulk  Rate  Postage.  The 
total  postage  paid  on  any  bulk  mailing 
may  not  be  lower  than  the  amount 
determined  by  multiplying  the  minimum 
rate  per  piece  by  the  total  number  of 
pieces  in  the  mailing.  If  the  total  postage 
computed  at  pound  rates  is  less  than  the 
minimum  postage  charge,  postage  must 
be  computed  at  the  minimum  rate  per 
piece. 

611.4  Keys  and  Identification  Devices. 
Keys  and  identification  devices  such  as 
identification  cards  or  identification  tags 
that  are  without  cover  may  be  mailed  at 
third-class  rates  if  they  bear,  contain,  or 
have  securely  attached  the  name  and 
complete  post  office  address  of  a 
person,  organization,  or  concern,  with 
instructions  to  return  to  such  address 
and  a  statement  guaranteeing  the 
payment  of  the  postage  due  on  delivery. 
They  are  charged  32C  for  the  first  2 
ounces  and  18$  for  each  additional  2 
ounces  or  fraction  thereof. 

611.5  Exception.  When  the  postage 
computed  at  the  bulk  third-class  rate  is 
higher  than  a  fourth-class  rate,  for  which 
the  matter  and  the  mailing  could  qualify 
except  for  weight,  the  fourth-class  rate 
may  be  paid  without  the  necessity  of 
adding  needless  additional  weight.  For 
example,  a  catalog  weighing  less  than 
one  pound  which  meets  all  prescribed 
requirements,  other  than  weight,  of 
fourth-class  bound  printed  matter,  may 
be  mailed  at  the  fourth-class  bound 
printed  matter  rate.  All  other 
requirements  of  bulk  third-class  remain 
applicable. 

612  Fees 

612.1  Annual  Bulk  Mailing  Fee.  The 
annual  bulk  mailing  fee  is  $40. 

612.2  Address  Correction  Service  Fee. 
The  fee  for  address  correction  service  is 
25$  per  notice  issued. 
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Bulk  Rates 


Regular  rates 

Special  rates  lor  authorized 
nonprofit  organizations  only  (see  623) 

Type  of  mall  matter 

Per  pourKf 
or  fraction 

Minimum  rate  per  piece 

Per  pound  or 
fraction 

Minimum  rate  par  piece 

A.  Books  and  catalogs  havir^  24 
or  more  bound  pages  with  at 
least  22  printed,  and  seeds, 
cuttings,  bulbs,  roots,  scions, 
and  plants.  (See  651.1  (or 
weight  limits).. 

36« 

8.4«  (Applies  when  a  piece 
weighs  not  more  than 
3.7333  oz.  or  .23333 
pounds  or  105.838  grams). 

164 

3.14  (Applies  when  a  piece 
weighs  not  more  th^ 
3.0857  oz.  or  .19286 
pounds  or  87.479  grams). 

B.  All  Matter  (except  items  in  A 
above)  not  included  in  first-  or 
second-class.  (See  651.1  for 
weight  limits).. 

41« 

8.44  (Applies  when  a  piece 
weighs  not  more  than 
3.2780  oz.  or  .20488 
pounds  or  92.931  grams). 

194 

3.14  (Applies  when  a  piece 
weighs  not  more  than 
2.5412  oz.  or  .15882 
pounds  or  72.041  grams) 

Exception:  When  the  postage  computed  at  the  bulk  third-class  rate  is  higher  than  a  fourth-class  rate— for  which  the  matter 
and  the  mailing  could  qualify  except  tor  weight— the  fourth-class  rate  may  be  paid  without  the  necessity  of  adding  needless 
additional  weight. 

For  example:  A  catalog  weighing  less  than  1  pourKf— which  meets  all  prescribed  requirements,  other  than  weight,  of  fourth- 
class  bound  printed  matter — may  be  maHed  at  the  fourth-class  bound  print^  matter  rate. 

All  other  requirements  of  bulk  third-class  remain  applicable. 

Exhibit  621.2  Third-Class 


620  Classification 

621  Description 

621.1  General.  Third  class  mail 
consists  of  matter  which  is: 

a.  Not  mailed  or  required  to  be  mailed 
as  First-Class  Mail; 

b.  Not  entered  as  second-class  mail: 
and 

c.  Less  than  16  ounces  in  weight. 

621.2  Circulars.  Circulars,  including 
printed  letters  which,  according  to 
internal  evidence,  are  being  sent  in 
identical  terms  to  more  than  one  person, 
are  third-class  mail.  A  circular  does  not 
lose  its  character  as  such  when  a  date 
and  the  name  of  the  addressee  and  of 
the  sender  are  written  therein,  nor  by 
the  correction  in  writing  of 
typographical  errors. 

621.3  Printed  Matter.  Printed  matter 
weighing  less  than  16  ounces  may  be 
sent  as  third-class  mail.  For  the  purpose 
of  this  section,  printed  matter  means 
paper  on  which  words,  letters, 
characters,  figures,  or  images,  or  any 
combination  thereof  not  having  the 
character  of  actual  or  personal 
correspondence,  have  been  reproduced 
by  any  process  other  than  handwriting 
or  typewriting. 

621.4  Sealing  and  Securing.  Third-class 
mail  must  be  prepared  by  the  mailer  so 
that  it  can  be  easily  examined,  but  it 
should  be  sealed  or  secured  so  that  it 
may  be  handled  by  machines.  Third- 
class  mail  is  nat  sealed  against  postal 
inspections,  and  the  mailing  of  articles 
at  third-class  rates  of  postage  is  consent 
by  the  mailer  to  postal  inspection  of  the 
contents,  whether  secured  or  not. 

622  Third-Class  Bulk  Mail 

622.1  Eligibility 

.11  Mailings  of  at  least  50  pounds  or 
of  at  least  200  pieces,  which  are 
presorted  to  ZIP  Code  destinations  in 
accordance  with  663,  are  eligible  for 
third-class  bulk  rates. 


.12  All  pieces  in  a  bulk  mailing  must 
qualify  for  the  same  rate.  For  example, 
pieces  eligible  for  the  minimum  per 
piece  rate  must  not  be  included  in  the 
same  bulk  mailing  with  pieces  eligible 
for  the  pound  rate. 

.13  If  the  pieces  in  a  bulk  rate 
mailing  do  not  have  identical  weights, 
then  they  must  all  be  of  one 
characteristic  type:  i.e.  letter  sized,  flats, 
or  irregular  parcels  (formerly  called 
SPR’s). 

622.2  Postage.  Postage  is  computed  at 
pound  rates  on  the  entire  bulk  mailing  to 
be  mailed  at  one  time.  Exception:  In  no 
case  shall  less  than  the  minimum  per 
piece  charge  be  paid  (see  611.3). 

622.3  Merging  and  Presorting 

.31  Mailers  should  merge  and  presort 
all  third-class  matter: 

a.  Presented  for  mailing  at  the  same 
time;  and 

b.  When  the  pieces  are  identical  as  to 
size  and  weight. 

.32  Differences  in  text,  use  or  nonuse 
of  adhesive  address  labels,  and  the  use 
of  several  address  lists  with  differing 
key  numbers  do  not  prohibit  the  mailer 
from  merging  and  presorting  mailings. 

622.4  Services  Not  Available.  Registry, 
insurance,  special  delivery,  special 
handling,  certified,  and  COD  services 
may  not  be  used  for  third-class  matter 
mailed  at  bulk  rates. 

622.5  [Reserved] 

623  Special  Bulk  Rates 

623.1  Authorization.  Only 
organizations  which  meet  the 
requirements  of  623.2  or  623.3  and  which 
have  received  specific  authorization 
from  the  Postal  Service  may  mail 
eligible  matter  at  the  special  bulk  rates 
contained  in  Exhibit  611.2.  (See 
application  procedure  in  642.)  A  mailer 
must  be  issued  a  special  rate 
authorization  before  it  may  mail  at  the 
special  bulk  rates. 


623.2  Qualified  Nonprofit 
Organizations 

.21  General.  The  following 
organizations  may  be  authorized  to  mail 
at  the  special  bulk  rates  if  they  are  not 
organized  for  profit  and  none  of  their  net 
income  inures  to  the  benefit  of  any 
private  stockholder  or  individual: 

a.  Religious 

b.  Educational 

c.  Scientific 

d.  Philanthropic 

e.  Agricultural 

/.  Labor 

g.  Veterans’ 

h.  Fraternal 

.22  Primary  Purpose.  The  standard  of 
primary  purpose  used  in  the  definitions 
of  qualified  nonprofit  organizations  in 
623.23  requires  that  the  orgranization  be 
both  organized  and  operated  for  the 
primary  purpose.  Organizations  which 
incidentally  engage  in  qualifying 
activities  do  not  meet  the  primary 
purpose  test. 

.23  Definitions  of  Eligible  Nonprofit 
Organizations 

.231  Religious.  A  nonprofit 
organization  whose  primary  purpose  is 
one  of  the  following: 

a.  To  conduct  religious  worship  (for 
example,  churches,  synagogues,  temples, 
or  mosques), 

Z).  To  support  the  religious  activities  of 
nonprofit  organizations  whose  primary 
purpose  is  to  conduct  religious  worship. 

c.  To  further  the  teaching  of  particular 
religious  faiths  or  tenants,  including 
religious  instruction  and  the 
dissemination  of  religious  information. 

.232  Educational.  A  nonprofit 
organization  whose  primary  purpose  is 
the  instruction  or  training  of  individuals 
for  the  purpose  of  improving  or 
developing  their  capabilities  or  the 
instruction  of  the  public  on  subjects 
beneficial  to  the  community. 

Note:  a.  An  organization  may  be 
educational  even  though  it  advocates  a 
particular  position  or  viewpoint  as  long 
as  it  presents  a  sufficiently  full  and  fair 
exposition  of  the  pertinent  facts  to 
permit  an  individual  or  the  public  to 
form  an  independent  opinion  or 
conclusion.  Conversely,  an  organization 
is  not  considered  educational  if  its 
principal  function  is  the  mere 
presentation  of  unsupported  opinion. 

b.  Examples  of  educational 
organizations  are:  (1)  An  organization 
(such  as  a  primary  or  secondary  school, 
a  college,  or  a  professional  or  trade 
school)  which  has  a  regularly  scheduled 
curriculum,  a  regular  faculty,  and  a 
regularly  enrolled  body  of  students  in 
attendance  at  a  place  where  educational 
activities  are  regularly  carried  on. 
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(2)  Any  organization  whose  activities 
consist  of  presenting  public  discussion 
groups,  forums,  panels,  lectures,  or 
similar  programs.  Such  programs  may  be 
on  radio  or  television. 

(3)  Any  organization  which  presents  a 
course  of  instruction  by  means  of  ^ 
correspondence  or  through  the  use  of 
television  or  radio. 

(4)  Museums,  zoos,  planetariums, 
symphony  orchestras,  and  similar 
organizations. 

2S3  ScientiHc.  A  nonprofit 
organization  whose  primary  purpose  is 
one  of  the  following: 

a.  To  conduct  research  in  the  applied, 
pure,  or  natural  sciences. 

b.  To  disseminate  technical 
information  dealing  with  the  applied, 
pure,  and  natural  sciences. 

,234  Philanthropic  (Charitable).  A 
nonprofit  organization  organized  and 
operated  for  purposes  beneficial  to  the 
public. 

Note:  a.  Examples  of  philanthropic 
organizations  include  those  which  are 
organized  to: 

(1)  Relieve  the  poor  and  distressed  or 
the  underprivileged. 

(2)  Advance  religion. 

(3)  Advance  education  or  science. 

(4)  Erect  or  maintain  public  buildings, 
monuments,  or  works. 

(5)  Lessen  the  burdens  of 
governments. 

(6)  Promote  social  welfare  for  any  of 
the  above  purposes  or  to  lessen 
neighborhood  tensions;  to  eliminate 
prejudice  and  discrimination;  to  defend 
human  and  civil  rights  secured  by  law; 
or  to  combat  community  deterioration 
and  juvenile  delinquency. 

b.  The  fact  that  an  organization  which 
is  organized  and  operated  to  relieve 
indigent  persons  may  receive  voluntary 
contributions  from  those  persons  does 
not  necessarily  make  it  ineligible  for 
special  bulk  rates  as  a  philanthropic 
organization.  The  fact  that  an 
organization,  in  carrying  out  its  primary 
purpose,  advocates  social  or  civic 
changes  or  presents  ideas  on 
controversial  issues  to  influence  public 
opinion  and  sentiment  towards  an 
acceptance  of  its  views,  does  not 
necessarily  made  it  ineligible  for  special 
bulk  rates  as  a  philanthropic 
organization. 

.235  Agricultural.  A  nonprofit 
organization  whose  primary  purpose  is 
the  betterment  of  the  conditions  of  those 
engaged  in  agricultural  pursuits,  the 
improvement  of  the  grade  of  their 
products,  and  the  development  of  higher 
degree  of  efficiency  in  agriculture.* 


Note:  a.  The  organization  may  further 
and  advance  agricultural  interests 
through; 

(1)  Educational  activities; 

(2)  Holding  agricultural  fairs; 

(3)  Collecting  and  disseminating 
information  concerning  cultivation  of 
the  soil  and  its  fruits  or  the  harvesting  of 
marine  resources; 

(4)  Rearing,  feeding,  and  managing 
livestock,  poultry,  bees,  etc.;  or 

(5)  Other  activities  related  to 
agricultural  interests. 

b.  The  term  agricultural  also  includes 
any  nonprofit  organization  whose 
primary  purpose  is  collecting  and 
disseminating  information  or  materials 
related  to  agricultural  pursuits. 

.236  Labor.  A  nonprofit  organization 
whose  primary  purpose  is  the 
betterment  of  the  conditions  of  workers. 
Note:  a.  Labor  organizations  include,  but 
are  not  limited  to,  organizations  in 
which  employees  or  workers  participate 
whose  primary  purpose  is  to  deal  with 
employers  concerning  grievances,  labor 
disputes,  wages,  hours  of  employment, 
working  conditions,  etc. 

b.  Labor  unions  and  employees' 
associations  are  examples  of 
organizations  formed  for  these  purposes. 

.237  Veterans’s.  A  nonprofit 
organization  of  veterans  of  the  armed 
services  of  the  United  States,  or  an 
auxiliary  unit  or  society  of,  or  a  trust  or 
foundation  for,  any  such  post  or 
organization. 

.238  Fraternal.  A  nonproRt 
organization  which  meets  all  of  the 
following  criteria: 

a.  Has  as  its  primary  purpose  the 
fostering  of  brotherhood  and  mutual 
benefits  among  its  members; 

b.  Is  organized  under  a  lodge  or 
chapter  system  with  a  representative 
form  of  government; 

c.  Follows  a  ritualistic  format;  and 

d.  Is  comprised  of  members  who  are 
elected  to  membership  by  vote  of  the 
members. 

Note:  Fraternal  organizations  include 
such  organizations  as  the  Masons, 
Knights  of  Columbus,  Elks,  and  college 
fraternities  and  sororities,  and  may 
include  members  of  either  or  both  sexes. 
Fraternal  organizations  do  not 
encompass  such  organizations  as 
business  leagues,  professional 
associations,  civic  associations,  or 
social  clubs. 

623.3  Qualified  Political  Committees 

.31  General.  The  following  political 
committees  may  be  authorized  to  mail  at 
the  special  bulk  rates  without  regard  to 
their  nonprofit  status: 

a.  A  national  committee  of  a  political 
party 


b.  A  state  committee  of  a  political 
party 

c.  The  Republican  Senatorial 
Campaign  Committee 

d.  The  Democratic  Senatorial 
Campaign  Committee 

e.  The  Democratic  National 
Congressional  Committee 

/.  The  National  Republican 
Congressional  Committee 

.32  DeHnitions  of  Qualified  Political 
Committees 

a.  National  Committee 

The  organization  which,  by  virtue  of  the 
bylaws  of  a  political  party,  is 
responsible  for  the  day-to-day 
operations  of  such  political  party  at  the 
national  level. 

b.  State  Committee 

The  organization  which,  by  virtue  of  the 
bylaws  of  a  political  party,  is 
responsible  for  the  day-to-day  operation 
of  such  political  party  at  the  state  level. 

623.4  Inelligible  Organizations.  The 
following  and  similar  organizations  do 
not  qualify  for  the  special  bulk  rates 
even  though  they  may  be  organized  on  a 
nonprofit  basis:  automobile  clubs; 
business  leagues;  chambers  of 
commerce;  citizens’  and  civic 
improvement  associations;  individuals; 
mutual  insurance  associations;  political 
organizations  (other  than  those  specified 
in  623.3);  service  clubs  such  as  Civitan, 
Kiwanis,  Lions,  Optimist,  and  Rotary; 
sodal  and  hobby  clubs;  associations  of 
rural  electric  cooperatives;  and  trade 
associations.  In  general.  State,  county, 
and  municipal  governments  are  not 
eligible  for  the  special  bulk  rates. 
However,  a  separate  and  distinct  State, 
county,  or  municipal  governmental 
organization  which  meets  the  criteria  for 
any  one  of  the  specific  categories  in 
623.2  may  be  eligible,  notwithstanding 
its  governmental  status.  For  example, 
school  districts  and  public  libraries  may 
be  eligible  under  623.232  (educational). 
Nevertheless,  governmental 
organizations  will  normally  not  be 
eligible  under  623.234  (philanthropic), 
since  their  income  is  generally  not 
derived  primarily  from  voluntary 
contributions  or  donations. 

623.5  What  May  Be  Mailed 

.51  An  organization  authorized  to 
mail  at  the  special  bulk  rates  may  mail 
only  its  own  matter  at  those  rates.  An 
organization  may  not  delegate  or  lend 
the  use  of  its  permit  to  mail  at  the 
special  bulk  rates  to  any  other  person  or 
organization. 

.52  Cooperative  mailings  may  not  be 
made  at  the  special  bulk  rates  if  one  or 
more  of  the  cooperating  persons  or 
organizations  is  not  authorized  itself  to 
mail  at  the  special  bulk  rates. 
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Cooperative  mailings  involving  the 
mailing  of  matter  in  behalf  of  or 
produced  for  an  organization  not 
authorized  to  mail  at  the  special  bulk 
rates  must  be  paid  at  the  applicable 
regular  rate.  If  customers  disagree  with 
a  postmaster's  decision  that  the  regular 
rate  of  postage  applies  to  a  particular 
mailing,  they  may  appeal  the  decision  in 
accordance  with  133.  See  Form  3602, 
Statement  of  Mailing  With  Permit 
Imprints,  or  Form  3602-PC,  Statement  of 
Mailing — Bulk  Rates,  for  the 
certifications  required  of  special  bulk 
rate  mailers  for  mailings  made  under 
this  section. 

623.6  Identification.  All  matter  mailed 
at  the  special  bulk  rates  must  identify 
the  authorized  permit  holder.  The  name 
and  return  address  of  the  authorized 
permit  holder  must  appear  either  on  the 
outside  of  the  mailing  piece  or  in  a 
prominent  location  on  the  material  being 
mailed.  Pseudonyms  or  bogus  names  of 
persons  or  organizations  may  not  be 
used.  If  the  mailing  piece  bears  any 
name  and  return  address,  it  must  be  that 
of  the  authorized  permit  holder.  A  well 
recognized  alternative  designation  or 
abbreviation  such  as  “The  March  of 
Dimes”  or  the  “AFL-CIO”  may  be  used 
in  place  of  the  full  name  of  the 
organization. 

624  Keys  and  Identification  Items 

The  rate  for  keys  and  identification 
items  placed  loose  in  the  mail  under  the 
conditions  in  611.4  is  applied  to  each 
item  according  to  its  weight. 

625  Additions 

The  following  written  additions  may 
be  placed  within  or  on  material  mailed 
at  third-class  postage  rates: 

a.  The  sender’s  and  the  addressee’s 
names,  occupations  and  addresses, 
preceded  by  the  word  "from”  or  “to”, 
and  directions  for  transmission, 
delivery,  forwarding  or  return. 

b.  Marks  (other  than  by  written  or 
printed  words)  to  call  attention  to  words 
or  passages  in  the  text. 

c.  Corrections  of  typographical  errors 
in  the  body  of  circulars  or  printed  matter 
by  handwritten  or  typewritten  changes 
or  additions. 

d.  Corrections  of  proof  sheets 
including  corrections  of  typographical 
and  other  errors,  changes  in  the  text, 
insertion  of  new  text,  marginal 
instructions  to  the  printer,  and  rewrites 
of  parts.  Corrections  should  be  on 
margins  or  attached  to  the  manuscript. 
Do  not  encluse  manuscript  of  another 
article. 

e.  A  simple  manuscript  dedication  or 
inscription  which  does  not  have  the 


nature  of  personal  correspondence,  on 
the  blank  leaves  or  cover  of  a  book  or 
other  printed  matter. 

/.  Matter  mailable  as  third-class  mail 
printed  on  the  wrapper,  envelope,  tag  or 
label. 

g.  Marks,  numbers,  names,  or  letters 
for  the  purpose  of  description  of  the 
contents. 

h.  The  words  “Please  Do  Not  Open 
Until  Christmas”,  “Happy  Birthday, 
Mother”,  “With  Best  Wishes,  John  Doe”, 
and  similar  inscriptions  on  the  package, 
wrapper,  envelope,  or  on  a  tag  or  label 
attached  thereto. 

/.  An  invoice,  whether  or  not  it  also 
serves  as  a  bill,  if  it  relates  solely  to  the 
matter  with  which  it  is  mailed,  may  be 
enclosed  or  placed  in  an  envelope 
(marked  Invoice  Enclosed)  attached  to 
the  outside  showing  any  or  all  of  the 
following: 

[1)  Names  and  addresses  of  sender 
and  addressee. 

[2]  Names  and  quantities  of  articles 
enclosed. 

(5)  Description  of  articles  enclosed, 
including  price,  tax,  style,  stock  number, 
size,  and  quality;  and  if  defective,  nature 
of  defect. 

[4]  Order  or  file  number,  date  of  order, 
date  and  manner  of  shipment,  shipping 
weight,  and  postage  paid. 

(5)  Initials  or  name  of  packer  or 
checker. 

j.  Instructions  and  directions  for  the 
use  of  the  item  mailed,  in  writing  or 
otherwise,  as  an  enclosure,  attachment, 
or  endorsement. 

A.  Handstamped  imprints,  except 
when  the  added  material  is  in  itself 
personal,  or  converts  the  original  matter 
to  a  personal  communication. 

626  Enclosures 

626.1  With  Books  and  Catalogs  Mailed 
at  Bulk  Rates 

.11  General.  External  attachments 
are  not  permitted  except  as  provided  in 
625  and  627.  The  covers  of  a  catalog  or 
book  are,  for  Postal  purposes,  the 
outermost  bound  sheets.  Only  the 
following  specifically  named  items  may 
be  enclosed  loose,  provided  they  relate 
exclusively  to  the  book  or  catalog  they 
accompany: 

a.  A  single  reply  envelope  or  reply 
post  card,  or  both. 

b.  A  single  order  form.  * 

c.  A  printed  circular.  Circulars 
fastened  securely  along  the  entire  bound 
edge  inside  the  book  or  catalog  by  paste, 
stitches,  or  staples  are  not  loose 
enclosures. 

d.  If  no  circular  is  enclosed,  a 
printed  price  list  listing  only  articles 
featured  in  the  catalog. 


e.  Samples  of  merchandise  attached 
to  pages. 

.12  Invoices.  An  invoice  whether  or 
not  it  also  serves  as  a  bill  relating  solely 
to  the  matter  with  which  it  is  enclosed 
may  be  enclosed  or  placed  in  an 
envelope  (marked  Invoice  Enclosed] 
attached  to  the  outside,  showing  any  or 
all  of  the  following: 

a.  Names  and  addresses  of  sender 
and  addressee; 

b.  Names  and  quantities  of  articles 
enclosed; 

c.  Description  of  articles  enclosed, 
including  price,  tax,  style,  stock  number, 
size,  and  quality;  and  if  defective,  nature 
of  defect; 

d.  Order  or  file  number,  date  of 
order,  date  and  manner  of  shipment, 
shipping  weight,  and  postage  paid;  and 

e.  Initials  or  name  of  packer  or 
checker. 

626.2  With  All  Other  Third-Class 
Matter.  The  following  are  permissible 
enclosures: 

a.  An  invoice  (see  626.12). 

b.  Manuscripts  accompanying 
related  proof  sheets  (see  625d). 

c.  Material  listed  in  625. 

627  Attachments 

627.1  To  Books  and  Catalogs  Mailed  at 
Bulk  Rates.  The  front  cover  page  or  the 
back  cover  page  of  a  catalog  or  book 
may  bear  an  attachment  provided  the 
following  conditions  are  complied  with: 

a.  The  material  must  qualify  for  and 
be  mailed  at  bulk  rates.  If  the  mailing 
piece  and  the  attachment  are  subject  to 
different  rates,  the  higher  bulk  rate  must 
be  paid  for  both. 

b.  Pieces  bearing  attachments  must 
be  larger  than  6  by  11  inches  (too  large 
to  be  distributed  in  a  regular  letter  case). 

c.  The  mailing  must  be  presorted  to 
carrier  routes. 

d.  Attachments  must  be  secured  so 
as  not  to  interfere  with  processing  or 
delivery.  Folded  or  multipage 
attachments  must  be  secured  to  prevent 
opening  during  handling. 

e.  Each  piece  in  the  mailing  must 
bear  the  same  attachment. 

627.2  To  All  Other  Third-Class  Matter. 
The  front  cover  page  or  the  back  cover 
page  of  a  mailing  piece  may  bear  an 
attachment  provided  the  conditions  of 
627.1  are  met. 

626  Other  Additions,  Enclosures,  and 
Attachments 

Additions,  enclosures,  and 
attachments  other  than  those  permitted 
by  625,  626,  and  627  are  subject  to  the 
charges  and  procedures  contained  in 
136. 
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630  Service  Objectives 

Third-class  mail  may  receive  deferred 
service.  The  Postal  Service  does  not 
guarantee  the  delivery  of  third-class 
mail  within  a  specified  time. 

640  Authorizations  and  Permits 

641  Annual  Fee — Bulk  Rates 

An  annual  bulk  mailing  fee  must  be 
paid  once  each  calendar  year  by  or  for 
any  person  or  organization  which  mails 
at  the  bulk  third-class  rates  (see  612.1). 
Any  person  or  organization  which 
engages  a  business  concern  or  another 
individual  to  mail  for  them  must  pay  the 
fee.  This  fee  is  separate  from  the  fee  that 
must  be  paid  for  a  permit  to  mail  under 
the  permit  imprint  system  (see  145.2). 

The  annua)  bulk  mailing  fee  must  be 
paid  at  or  before  the  first  bulk  rate 
mailing  of  each  calendar  year. 

642  Application  to  Mail  at  the  Special 
Bulk  Rates 

642.1  Application  Procedures 

.11  Filing.  Only  organizations  which 
meet  the  requirements  of  623.2 
(nonprofit  organizations)  or  623.3 
(political  organizations)  and  which  have 
received  specific  authorization  from  the 
Postal  Service  may  mail  eligible  matter 
at  the  special  bulk  rates  in  Exhibit  611.2. 
An  application  for  authorization  on 
Form  3624,  Application  to  Mail  at 
Special  Bulk  Third-Class  Rates  for 
Qualified  Nonprofit  Organizations  or 
Associations,  must  be  filed  by  the 
organization  at  the  post  office  where 
mailings  will  be  deposited.  The 
applicant  must  indicate  on  the 
application  form  the  qualifying  category 
or  categories  of  organizations  under 
which  it  seeks  authorization. 

.12  Evidence  of  Qualification 

.121  Qualified  Nonprofit 
Organizations.  An  application  filed  by 
an  organization  seeking  authorization  as 
a  qualified  nonprofit  organization  must 
include  evidence  that  the  applicant 
meets  the  requirements  of  the  qualifying 
category  or  categories  in  623.2.  In 
addition,  the  application  must  include 
evidence  that  the  organization  is 
nonprofit.  A  certificate  of  exemption 
from  Federal  income  tax.  if  available, 
should  accompany  the  application.  An 
exemption  from  the  payment  of  Federal 
income  tax  is  not  required  in  order  to 
qualify  for  the  special  third-class  bulk 
rates.  Such  exemption  will  be 
considered  as  evidence  of  qualification 
for  preferred  Postal  rates,  but  will  not  be 
the  controlling  factor  in  the  decision. 
When  an  organization  submits  proof 
that  it  has  been  granted  Federal  income 
tax  exemption  under  Title  26,  United 
States  Code,  section  501(c)(3).  as  a 


religious,  educational,  scientific,  or 
philanthropic  (charitable)  organization; 
under  section  501(c)(5)  as  an  agricultural 
or  labor  organization;  under  section 
501(c)(8]  as  a  fraternal  organization;  or 
under  section  501(c)(19)  as  a  veterans’ 
organization,  it  will  be  considered  as 
qualifying  for  the  special  bulk  rates 
unless  other  evidence  discloses  some 
disqualification. 

.122  Qualified  Political  Committees. 
An  application  filed  by  an  organization 
seeking  authorization  as  a  qualified 
political  committee  must  include 
evidence  that  the  applicant  meets  the 
requirements  of  one  of  the  qualifying 
categories  of  political  committees  in 

623.3.  No  evidence  of  nonprofit  status 
need  be  submitted  because  qualified 
political  committees  are  not  required  to 
be  nonprofit. 

642.2  Granting  or  Denying 
Applications.  The  postmaster  will  send 
the  application  (Form  3624)  together 
with  any  supporting  papers,  to  the  local 
mail  classification  center  (MCC). 
(Pending  a  decision,  bulk  mailings 
subject  to  the  minimum  per  piece  charge 
may  be  handled  in  accordance  with 

642.4. )  The  postmaster  at  the  MCC  will 
approve  or  deny  the  application. 
Additional  information  or  evidence  may 
be  requested  to  support  or  clarify  the 
application.  Failure  of  an  organization  to 
furnish  the  information  is  sufficient 
reason  to  deny  an  application.  The 
application  Form  3624  and  any 
supporting  papers  will  be  returned  with 
the  decision  to  the  postmaster  where  the 
application  was  filed  for  notification  of 
the  applicant.  Authorizations  to  mail  at 
special  bulk  third-class  rates  shall  be 
revoked  for  nonuse  if  no  special 
mailings  occur  within  a  two  year  period. 

642.3  Appeal  Procedures.  If  the 
application  is  denied,  the  applicant  can 
appeal  the  decision  by  submitting  a 
written  appeal  to  the  postmaster  where 
the  application  was  filed  within  15  days 
of  the  applicant’s  receipt  of  the  decision. 
The  local  postmaster  will  forward  the 
appeal  to  the  MCC.  If  after  a  review  of 
the  file  the  postmaster  at  the  MCC  is 
still  of  the  opinion  that  the  organization 
does  not  qualify  he  w'ill  forward  the 
complete  file,  including  the  original 
application  and  all  supporting  papers, 
and  a  statement  of  the  reasons  for  his 
denial  to  the  Domestic  Mail 
Classification  Division.  Rates  & 
Classification  Department,  USPS 
Headquarters,  Washington.  DC  20260. 
The  General  Manager,  Domestic  Mail 
Classification  Division  will  make  the 
final  decision  on  the  appeal  and  provide 
the  postmaster  at  the  MCC  with  a  copy 
of  the  decision.  The  postmaster  at  the 


MCC  will  notify  the  applicant  of  the 
decision  on  the  appeal  and  send  him  a 
copy  of  the  decision.  This  copy  must 
include  a  statement  of  the  reasons  for 
the  decision. 

642.4  Mailing  While  Application 
Pending 

.41  General.  An  organization  may 
not  mail  at  the  special  rates  until  the 
application  to  mail  at  the  special  rates  is 
approved.  The  postmaster  may  not 
accept  mailings  at  the  special  rates  for 
which  an  application  is  pending  until  an 
authorization  is  issued.  Postage  must  be 
paid  at  the  applicable  first-  or  regular 
third-class  rates  (see  Exhibit  611.2) 
while  the  application  is  pending. 

.42  Record  of  Postage  Paid.  The 
postmaster  will  keep  an  accounting  of 
the  difference  between  postage  paid  at 
the  regular  bulk  third-class  rates  and  the 
postage  that  would  have  been  paid  at 
the  special  bulk  third-class  rates.  No 
record  will  be  kept  if  postage  is  paid  at 
first-class  or  single-piece  third-class 
rates. 

.43  Refund.  If  an  authorization  to 
mail  at  special  bulk  rates  is  issued,  the 
postmaster  will  refund  to  the  mailer  the 
postage  paid  at  the  regular  bulk  third- 
class  rate  in  excess  of  the  special  rate 
since  the  effective  date  of  the 
authorization. 

Note:  No  refunds  will  be  made: 

a.  If  the  application  is  denied  and  no 
appeal  is  filed; 

b.  If  postage  was  paid  at  first-class  or 
single-piece  third-class  rates;  or 

c.  For  the  period  prior  to  the  effective 
date  of  the  authorization. 

.44  Effective  Date.  The  effective  date 
of  the  special  rate  authorization  is  the 
date  of  the  application,  if  the 
organization  was  eligible  to  mail  at  the 
special  rate  on  that  date  or  the  date  of 
eligibility,  if  the  organization  became 
eligible  after  the  date  of  application. 

45.  Appeal.  If  a  proper  appeal  is  filed 
(see  642.3),  the  mailer  may  continue  to 
mail  under  an  application  pending 
status.  The  record  of  the  postage  paid 
will  be  continued,  and  action  concerning 
a  refund  will  be  deferred  until  a  final 
decision  on  the  appeal  is  made. 

643  Revocation 

643.1  Notice  of  Revocation.  An 
authorization  to  mail  at  the  special  rates 
will  be  revoked  if  the  authorization  was 
given  to  an  organization  which  was  not 
qualified  at  the  time  of  application  or 
which  subsequently  becomes 
unqualified.  The  postmaster  at  the  MCC 
serving  the  office  of  mailing  will  notify 
the  organization  of  the  pending 
revocation  of  its  authorization  and  of 
the  reasons  for  the  revocation.  The 
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organization  will  be  allowed  15  days  to 
submit  a  written  appeal  to  the 
postmaster  at  the  office  of  mailing.  If  a 
timely  appeal  is  not  filed,  the  postmaster 
will  revoke  the  authorization.  If  an 
appeal  is  filed,  it  will  be  sent  through  the 
MCC  to  the  Domestic  Mail 
Classification  Division.  Rates  and 
Classification  Department.  USPS 
Headquarters.  Washington.  DC  20260. 
The  decision  on  the  continuance  of  the 
authorization  will  be  made  by  the 
General  Manager.  Domestic  Mail 
ClassiHcation  Division.  Notice  of  the 
decision  and  the  reasons  for  the 
decision  will  be  given  to  the 
organization  through  the  postmaster. 

643.2  Initiating  a  Review.  A  review  of 
any  organization  authorized  to  mail  at 
the  special  bulk  rates  may  be  initiated 
or  undertaken  at  any  time  by  the 
General  Manager.  Domestic  Mail 
Classification  Division.  The  General 
Manager  may  ask  the  organization  for 
information  or  evidence  to  determine  if 
the  organization  is  still  qualified.  The 
organization’s  failure  to  furnish  such 
information  is  sufficient  reason  to 
revoke  its  authorization.  If  the  General 
Manager,  after  a  review,  determines  that 
an  organization  is  no  longer  qualified,  he 
will  notify  the  organization  through  the 
postmaster  of  the  MCC  of  the  proposed 
revocation  of  the  authorization  and  the 
reasons  for  the  revocation.  The 
revocation  becomes  effective  15  days 
from  receipt  of  the  notice  unless  the 
organization  files  a  written  appeal  with 
the  Director.  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters, 
Washington,  DC  20260,  who  will  issue 
the  final  agency  decision. 

643.3  Revocation  for  Nonuse. 

An  authorization  to  mail  at  the  special 
bulk  third-class  rates  shall  be  revoked 
by  mail  classification  centers  if  no 
special  rate  mailings  are  made  by  the 
authorized  organization  during  a  two 
year  period  of  time.  The  postmaster  of 
the  mail  classification  center  who 
approved  the  application  shall  mail  a 
copy  of  the  notice  of  revocation  for 
nonuse  to  the  affected  organization  at 
the  address  shown  on  the  application 
prior  to  the  effective  date.  No 
administrative  appeal  is  provided  for  a 
revocation  for  nonuse  of  an 
authorization. 

650  Physical  Limitations 

651  Weight  and  Size  Limits 

651.1  Weight.  Each  piece  must  weigh 
less  than  16  ounces. 


651.2  Size,  Shape,  and  Ratio 

.21  Standards.  There  is  no  maximum 
size  limit.  The  following  standards  apply 
to  all  material  mailed  at  third-class  rates 
other  than  keys  and  identification 
devices  mailed  in  accordance  with  611.4: 

a.  All  mailing  pieces  must  be  at  least 
0.007  of  an  inch  thick. 

b.  All  mailing  pieces  which  are  Vi  of 
an  inch  thick  or  less  must  be: 

(1)  rectangular  in  shape, 

(2)  at  least  3V2  inches  high,  and 

(3)  at  least  5  inches  long. 

Note:  Third-class  mailing  pieces  other  than 
keys  and  identification  devices  which  do  not 
meet  these  minimum  size  standards  are 
prohibited  from  the  mails. 

.22  Recommendation.  To  insure 
prompt  and  efficient  processing  of  third- 
class  mail,  it  is  recommended  that 
envelopes,  cards  and  self-mailers  have 
an  aspect  ratio  of  width  (height]  to 
length  between  1  to  1.3  and  1  to  2.5 
inclusive.  (See  652  for  nonstandard  mail 
surcharge.) 

652  Nonstandard  Third-Class  Mail 

652.1  Size  Limits.  Third-class  single 
piece  rate  mail  weighing  two  ounces  or 
less  (except  keys  and  identification 
devices  as  provided  in  611.4)  is 
nonstandard  if  it  exceeds  any  of  the 
following  size  limits: 

a.  Its  length  exceeds  11 V2  inches,  or 

b.  Its  height  exceeds  6  Vs  inches,  or 

c.  Its  thickness  exceeds  V4  of  an  inch, 
or 

d.  Its  aspect  ratio  (length  divided  by 
height)  does  not  fall  between  1  to  1.3 
and  1  to  2.5  inclusive. 

652.2  Delays.  Nonstandard  mail  often 
results  in  delays  or  damage  to  mail 
because  it  does  not  lend  itself  to 
machine  processing.  For  this  reason, 
mailers  are  encouraged  to  avoid  mailing 
nonstandard  third-class  mail. 

652.3  Surcharge.  A  surcharge  of  7 
(seven)  cents  is  assessed  on  each  piece 
of  nonstandard  single  piece  rate  third- 
class  mail. 

660  Preparation  Requirements 

661  Addressing 

661.1  General.  The  general  procedures 
for  addressing  are  contained  in  122. 

661.2  ZIP  Code.  The  address  of  each 
piece  of  bulk-rate  mailings  must  include 
the  ZIP  Code.  Exceptions: 

a.  The  ZIP  Code  may  be  omitted 
from:  pieces  bearing  a  simplified 
address  in  accordance  with  122.41; 
pieces  presorted  and  bundled  by  the 
mailer  to  city,  rural,  or  highway  contract 
routes;  and  pieces  presorted  to  5-digit 
ZIP  Code  destinations  consisting  of 
either  a  post  office  having  one  ZIP  Code 


or  the  ZIP  Code  delivery  unit  in  multi- 
ZIP  Coded  post  offices. 

b.  The  lowest  or  principal  ZIP  Code 
assigned  to  a  post  office  may  be  used  on 
pieces  addressed  to  any  multi-ZIP 
Coded  post  office  except  those  listed  in 
125.  Mailers  may  obtain  the  lowest  or 
pincipal  ZIP  Code  for  particular  post 
offices  from  their  postmaster. 

662  Marking 

662.1  Single  Piece  Rate.  Each  sealed 
piece  mailed  at  the  single  piece  third- 
class  postage  rate  provided  for  by  611.1 
must  be  legibly  marked  on  the  address 
side,  preferably  below  the  postage  and 
above  the  name  of  the  addressee,  with 
the  words  Third-Class.  The  marking 
may  be  included  as  a  part  of  a  permit 
imprint,  and  it  may  be  printed  adjacent 
to  the  meter  stamp  by  a  postage  meter. 
The  marking  will  not  be  considered 
adequate  if  it  is  included  as  a  part  of  a 
decorative  design  or  advertisement. 

662.2  Bulk  Rates.  The  following 
identifying  words  must  be  printed  or 
rubber  stamped  by  the  mailer  either  as 
part  of  or  immediately  adjacent  to 
permit  imprints,  meter  stamps,  or 
precanceled  stamps: 

a.  Bulk  Rate  or  the  abbreviation  Blk. 
Rt.  by  mailers  other  than  authorized 
special  rate  organizations; 

b.  Nonprofit  Organization  or  the 
abbreviation  Nonprofit  Org.  by 

.  authorized  special  rate  organizations. 

663  Preparation  of  Bulk  Rate  Mailings. 
(See  Exhibit  663) 

663.1  Standard  Preparation 
Requirements 

.11  Packaging  Requirements 

.111  5-Digit  Packages.  When  there 
are  ten  or  more  pieces  for  the  same  5- 
digit  ZIP  Code  destination,  they  must  be 
made  up  into  5-digit  packages.  Mailers 
are  encouraged  to,  but  are  not  required 
to,  affix  red  label  D  (see  663.118). 

.112  Loose  Packing.  Management 
Sectional  Center  (MSC)  managers  may 
authorize  loose  packing  of  pieces  in  full 
No.  3  sacks  without  bundling  when  all 
material  in  a  sack  goes  to  the  same  5- 
digit  ZIP  Code.  Pieces  must  be  placed  to 
maintain  orientation  of  the  pieces  while 
in  transit.  Mailers  desiring  to  loose  pack 
pieces  must  make  requests  through  the 
post  office  of  mailing. 

Note:  the  terms  loose  pack  or  loose 
packing  refer  to  the  placement  of 
unbundled,  unbound  mail  pieces  in  a 
receptacle  such  as  a  mail  sack. 

.113  Mixed  City  Packages.  When 
there  are  10  or  more  pieces  for  the  same 
multi-ZIP  Coded  post  office  remaining 
after  the  required  5-digit  packages  have 
been  made,  they  must  be  made  up  into 
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Sample: 

DIS  CHICAGO  IL  606 
MX  STATES  3C  FLAT  SIZE 
CHICAGO  IL 


mixed  city  packages.  Affix  yellow  lable 
C. 

.114  Sectional  Center  Facility  (SCF) 
Packages.  When  there  are  ten  or  more 
pieces  for  post  offices  in  the  same  SCF 
delivery  area  remaining  after  the 
required  5-digit  and  mixed  city  packages 
have  been  made,  they  must  be  made  up 
into  SCF  packages.  Affix  green  label  3. 

.115  State  Packages.  When  there  are 
ten  or  more  pieces  for  a  state  remaining 
after  the  required  3-digit  packages  have 
been  made,  they  must  be  made  up  into 
state  packages.  Affix  orange  label  S. 

.116  Mixed  State  Packages.  Pieces 
remaining  after  all  of  the  packages  have 
been  made  as  outlined  above,  must  be 
made  up  into  a  mixed  state  package. 
Attach  a  mixed  state  white  facing  slip. 

.117  Facing.  All  pieces  in  a  package 
must  be  faced  the  same  way  with  an 
address  visible  on  the  top  piece. 

.118  Package  Labels.  Pressure 
sensitive  package  labels  must  be  applied 
to  the  lower  left  corner  of  the  address 
side  of  the  top  piece  on  letter  size 
packages  and  next  to  the  address  on 
larger  packages.  Facing  slips  must  be 
placed  on  the  address  side  of  the  top 
piece  in  mixed  state  and  foreign 
packages.  Pressure  sensitive  labels  and 
facing  slips  are  available  from  post 
offices. 

.12  Sacking  Requirements 

.121  General.  Except  where  bundling 
or  palletizing  is  authorized  (see  663.3 
and  663.4),  packages  must  be  placed  in 
sacks  when  matter  addressed  to  the 
same  5-digit  ZIP  Code,  the  same  mixed 
city,  the  same  SCF  delivery  area,  or  the 
same  state  distribution  center  weighs  20 
pounds  or  more  or  is  1,000  cubic  inches 
or  more  in  volume.  However,  no  more 
than  70  pounds  may  be  placed  in  any 
sack. 

.122  5-Digit  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of  material 
addressed  to  the  same  5-digit 
destination,  packages  must  be  made  up 
into  5-digit  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  City  and  State  and  5-Digit 
Destination 

Line  2:  Contents 

Line  3:  Office  of  Mailing 

Sample: 

PHILADELPHIA  PA  19118 
3C  LEITER  SIZE 
BOSTON  MA 

.123  Mixed  City  Sacks.  When  there 
are  20  pounds  or  1,000  cubic  inches  of 
material  addressed  to  the  same  multi- 
ZIP  Coded  post  office  after  making  up  5- 
digit  sacks,  the  packages  must  be  made 
up  into  mixed  city  sacks.  The  sacks 
must  be  labeled  in  the  following  manner: 


a.  Mixed  city  with  unique  3-digit  ZIP 
Code  Prefix 

Line  1:  City,  State  and  3-Digit  Prefix 
Line  2:  Contents 
Line  3:  Office  of  Mailing 
Sample: 

PHILADEPHIA  PA  191 
3C  FLAT  SIZE 
BOSTON  MA 

b.  Mixed  city  without  a  unique  3-digit 
ZIP  Code  Prefix. 

Line  1:  City,  State  and  Lowest  ZIP 
Code 

Line  2:  Contents 

Line  3:  Office  of  Mailing 

Sample: 

OAK  LAWN  IL  60453 
3C  LETTER  SIZE 
BOSTON  MA 

.124  SCF  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of 
packages  addressed  to  post  offices  in 
the  same  SCF  delivery  area  after  making 
up  5-digit  and  mixed  city  sacks,  the 
packages  must  be  made  up  into  SCF 
sacks.  The  sacks  must  be  labeled  in  the 
following  manner: 

Line  1:  Name  and  State  of  SCF, 
principal  3-digit  ZIP  Code  Prefix 
Line  2:  Contents 
Line  3:  Office  of  Mailing 
Sample: 

SCF  PHILADEPHIA  191 
3C  FLAT  SIZE 
BOSTON  MA 

Note:  A  list  of  all  SCF’s,  the  first  three 
digits  of  all  ZIP  Codes  served  by  these 
facilities,  and  the  principle  3-digit  ZIP 
Code  prefixes  that  must  be  used  on  SCF 
sacks  labels  are  contained  in 
Publication  65.  National  ZIP  Code  and 
Post  Office  Directory. 

.125  State  Sacks.  When  there  are  20 
pounds  or  1.000  cubic  inches  of 
packages  addressed  to  the  same  State 
remaining  after  SCF  sacks  have  been 
prepared,  the  packages  must  be  made  up 
into  state  sacks.  The  sacks  must  be 
labeled  in  the  following  manner: 

Line  1:  Name  of  State  Distribution 
Center  for  State  of  Destination 
Line  2:  Contents  and  State 
Line  3;  Office  of  Mailing 
Sample: 

DIS  KANSAS  CITY  MO  640 
MO  3C  LETTER  SIZE 
SAN  FR.\NCISCO  CA 
.126  Mixed  State  Sacks.  Packages 
remaining  after  state  sacks  have  been 
prepared  must  be  made  up  into  mixed 
state  sacks.  The  sacks  must  be  labeled 
in  the  following  manner: 

Line  1:  Mixed  States  Distribution 
Location 
Line  2;  Contents 
Line  3:  Office  of  Mailing 


663.2  Optional  Preparation 
Requirements  for  Machinable  Parcels 

.21  General.  Third-class  parcels 
meeting  the  criteria  of  126.4  can  be 
processed  on  BMC  parcel  sorters  and 
are  referred  to  as  machinable  (regular) 
parcels.  Mailers  may,  at  their  option, 
sort  machinable  (regular)  parcels  to  5- 
digit  and  BMC  destinations  rather  than 
the  destinations  prescribed  in  663.11. 

.22  Sacking  Requirements 

.221  5-Digit  Sacks.  When  there  are  20 
pounds  or  1,000  cubic  inches  of  material 
addressed  to  the  same  5-digit  ZIP  Code 
area,  they  must  be  placed  in  5-digit 
sacks.  These  sacks  must  be  labeled  in 
the  following  manner: 

Line  1;  City.  State  and  5-Digit 
Destination 
Line  2:  Contents 
Line  3:  Mailer,  Office  of  Mailing 
Sample: 

PHILADELPHIA  PA  19118 
3C  MACH  P 

FR  JC  COMPANY  BOSTON  MA 
.222  Destination  Bulk  Mail  Center 
(BMC)  Sacks.  After  the  required  5-digit 
ZIP  Code  area  sacks  have  been 
prepared,  the  remaining  pieces  must  be 
placed  in  sacks  labeled  to  destination 
BMC  areas,  when  there  are  20  pounds  or 
1,000  cubic  inches  of  material  to  a  BMC 
area.  These  sacks  must  be  labeled  in  the 
following  manner: 

Line  1:  Destination  BMC 

Line  2:  Contents 

Line  3:  Mailer.  Office  of  Mailing 

Sample: 

BMC  CHICAGO  IL  608 
3C  MACI I  P 

FR  RD  MAILINGS  ATLANTA  GA 
.223  Mixed  BMC  Sacks.  After  the 
required  5-digit  ZIP  Code  area  and 
destination  BMC  sacks  have  been 
prepared,  the  remaining  pieces  must  be 
placed  in  sacks  labeled  to  the  origin 
BMC  in  the  following  manner: 

Line  1:  Origin  BMC 

Line  2:  Contents 

Line  3:  Mailer.  Office  of  Mailing 

Sample: 

BMC  KANSAS  CITY  MO  643 
3C  MACH  P 

FR  WRIGHT  CO  TOPEKA  KS 
663.3  Bundling  Instead  of  Sacking 

.31  Regional  Authorization 
.311  The  Regional  Postmaster 
General  for  the  post  office  of  mailing 
may  authorize  dispatch  of  third-class 
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mail  in  bundles  outside  of  mail  sacks  if 
such  preparation  is  beneficial  to  the 
Postal  Service.  The  mailer  must  submit 
an  application  to  the  postmaster  where 
the  mail  is  to  be  deposited.  The 
following  information  must  be  furnished 
with  the  application: 

a.  Name  of  publication  and  frequency 
of  mailing; 

b.  Identity  of  post  offices  to  which 
shipments  will  be  made;  and 

c.  Approximate  quantity  of  copies  and 
number  of  bundles  to  each  office. 

.312  The  postmaster  will  forward  the 
application  to  the  Regional  Postmaster 
General  with  a  detailed  explanation  of 
the  transportation  and  processing 
arrangements.  The  application  will  be 
reviewed  by  the  General  Manager, 
Logistics  Division,  and  by  others 
concerned,  in  his  region  and  in  any  other 
region  which  will  process  the  mail  in 
order  to  determine  whether  intermediate 
or  destination  offices  are  capable  of 
receiving  and  processing  the  bundles 
without  increasing  overall  processing 
costs.  The  Regional  Postmaster  General 
will  notify  the  postmaster  at  the  office 
where  the  mail  is  to  be  entered  whether 
the  application  has  been  approved  or,  if 
not,  the  reason  for  denial.  The 
postmaster  will  send  notice  of  the 
decision  to  the  mailer. 

.32  Bundling  Requirements.  Mailers 
bundling  instead  of  sacking  mailings 
must  observe  the  following  procedures: 

a.  Presort  by  ZIP  Code.  Mailers  must 
presort  mail  by  ZIP  Code  separations  as 
required  by  663.1. 

b.  Prepared  Like  Sacks.  Bundles  must 
be  prepared  on  the  same  basis  as  sacks 
(see  663.12)  and  individual  separations 
within  a  bundle  must  be  appropriately 
wrapped  or  tied  to  maintain  the  identity 
of  the  separation.  The  number  of 
bundles  should  not  exceed  the  number 
of  sacks  which  would  otherwise  be  used 
in  a  mailing,  except  when  those  bundles 
are  used  in  an  approved  palletized 
mailing.  This  may  require  bundling  up  to 
the  40  pound  maximum  when  volume 
warrants  and  the  mailing  is  not 
palletized. 

c.  Weight  and  Numbers.  The  weight  of 
a  bundle  must  not  exceed  40  pounds.  A 
bundle  must  weigh  at  least  20  pounds  or 
be  of  at  least  1,000  cubic  inches  in 
volume.  Less  quantities  must  be 
included  in  bundles  for  the  next  lower 
level  of  sortation. 

d.  Labeling.  All  bundles  must  be 
appropriately  labeled  on  top  to  show 
destination  and  contents  as  required 
with  sacks.  Similarly,  each  separation 
within  a  bundle  must  be  identified  by 
labels  in  accordance  with  663.118. 

e.  Machinable  Mailings.  Mailings 
must  be  machinable  by  Postal  Service 


sack-sorting  equipment  unless  they 
consist  of  matter  intended  only  for  local 
area  delivery  (same  3-digit  ZIP  Code 
prefix).  It  is  the  responsibility  of  the 
mailer  to  satisfy  the  Postal  Service  that 
mailings  are  machinable.  This  can  be 
verified  by  having  the  mailing  post 
office  test  process  ten  or  more 
production  bundles  on  two  or  more 
passes  through  a  bulk  mail  center 
(BMC).  Ordinarily,  bundles  require  cross 
strapping  and  heavy-guage  shrink  or 
stretch  wrap  to  insure  their  integrity  in 
the  mailstream. 

/.  Local  Processing  and  Delivery. 
Third-class  pieces  entered  for  local 
processing  and  delivery  (i.e.  without 
being  routed  through  a  BMC)  need  not 
meet  the  requirements  of  663.32e. 
However,  bundles  must  be  securely 
bound  to  withstand  handling  without 
breakage  or  damage  and  to  prevent 
injury  to  postal  personnel  or  damage  to 
mechanized  sorting  systems.  If  wire  is 
used,  it  must  have  rounded  edges  and 
flat  ends.  Binding  material  must  be 
applied  at  least  once  around  the  length 
and  girth.  The  use  of  metal  strapping  is 
discouraged  because  of  its  possible 
hazards. 

663.4  Palletizing  Instead  of  Sacking 

.41  Regional  Authorization.  The 
Regional  Postmaster  General  for  the 
post  office  of  mailing  may  authorize  the 
dispatch  of  third-class  mail  on  pallets 
without  mail  sacks,  if  such  preparation 
is  beneficial  to  the  Postal  Service. 
Applications  for  palletizing  instead  of 
sacking  must  be  made  and  processed  as 
prescribed  in  663.31. 

.42  Palletizing  Requirements.  Mailers 
palletizing  instead  of  sacking  third-class 
material  must  observe  the  following 
procedures: 

a.  Mailers  must  presort  pieces  and 
prepare  packages  as  prescribed  in  663.1. 
The  Regional  Postmaster  General  may 
waive  packaging  requirements  for  5-digit 
pallets  when  mailers  effectively 
demonstrate  that  they  will  prepare  ' 
pallets  to  remain  intact  to  the 
destination. 

b.  Pallets  must  be  made  up  as  5-digit 
ZIP  Code,  mixed  city,  SCF,  state  or 
mixed  state  pallets  when  the  mail  load 
to  a  destination  is  either  650  pounds  or 
three  feet  high.  Pallets  must  not  contain 
more  than  2,000  pounds  of  mail  or  mail 
addressed  to  more  than  one  zone. 

c.  Pallets  must  be  labeled  in  the 
format  described  by  663.12.  These  labels 
must  be  at  least  five  inches  by  nine 
inches  in  size  with  characters  at  least 
one  inch  high. 


663.5  Irregular  Parcels  (SPR’s) 

.51  Exemptions  From  Packaging 
Requirements 

.511  Irregular  parcels  one-half  inch 
or  more  in  thickness  need  not  be  made 
up  into  packages  (as  required  by  663.11) 
if  the  packages  would  be  made  up  to  the 
same  destination  as  the  sacks  in  which 
they  would  be  placed.  For  example,  ten 
or  more  such  irregular  parcels  which  are 
addressed  to  the  same  5-digit 
destination  need  not  be  packaged  if 
placed  in  a  5-digit  sack;  but  they  must  be 
packaged  if  placed  in  a  mixed  city,  SCF, 
state,  or  mixed  state  sack.  Likewise,  if 
there  are  ten  pieces  for  the  same  SCF, 
but  not  to  the  same  5-digit  or  mixed  city, 
they  need  not  be  packaged  if  placed  in 
an  SCF  sack,  but  must  be  packaged  if 
placed  in  a  state  or  mixed  state  sack. 
Each  separate  bulk  mailing  which  is 
commingled  must  meet  the  minimum 
piece  or  minimum  weight  requirements 
for  bulk  rates. 

.512  Items  which  are  so  large  that 
ten  or  less  pieces  fill  a  sack  need  not  be 
packaged. 

.52  Authorizing  Commingling. 
Regional  directors  of  finance  may 
authorize  the  commingling  of  several 
permit  mailings  of  irregular  parcels  in 
order  to  achieve  a  finer  presort  provided 
adequate  means  are  available  to  ensure 
that  proper  postage  is  paid.  This 
normally  will  require  that  the  mailings 
be  made  under  the  provisions  of  145.8  or 
145.9. 

.53  Waiving  Bundling  Requirements. 
When  authorizing  commingling,  regions 
may  waive  the  requirements  for 
bundling  to  5-digit  and  3-digit 
destinations  if  doing  so  results  in  a  finer 
make-up  of  at  least  50%  of  the  mail. 

.54  Labeling  Sacks.  Sack  labels  for 
commingled  irregular  parcels  must  be 
identified  with  the  words  3C  COMM 
IRREG  on  the  second  (contents)  line. 

664  Merchandise  Samples 

664.1  General.  Merchandise  samples 
which  exceed  5  inches  in  width  (height) 
or  Va  of  an  inch  in  thickness,  or  which 
are  nonuniform  in  thickness,  mailed  at 
bulk  third-class  rates  for  general 
distribution  on  city  delivery  routes  must 
be  prepared  by  the  mailer  in  accordance 
with  664.2-664.4. 

664.2  Address  Cards 

.21  The  address  where  the  sample  is. 
to  be  delivered  may  not  be  placed  on  the 
sample.  It  must  be  placed  on  a  separate 
address  card  to  be  delivered  with  the 
sample. 

.22  The  recipient’s  address,  the 
mailer’s  return  address,  and  the  words. 
"This  card  was  prepared  for  use  in 
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delivering  the  accompanying  postage 
paid  sample,"  must  be  placed  on  the 
address  card.  The  brand  name,  color 
coding,  or  other  identifying  symbols 
must  also  be  placed  on  the  address  card 
to  clearly  associate  it  with  the 
accompanying  sample. 

.23  Any  printed  addition  on  the  card 
will  require  payment  of  separate  third- 
class  postage  for  the  card. 

.24  The  address  card  must  measure 
approximately  (plus  or  minus  of  an 
inch)  3%  inches  by  7%  inches  and  must 
not  be  less  than  0.007  of  an  inch  thick. 

.25  The  address  cards  must  be 
presorted,  counted,  and  packaged  by  5- 
digit  ZIP  Code  delivery  area.  Each 
package  of  address  cards  must  bear  a 
label  showing: 

a.  The  post  office  of  delivery: 

b.  The  5-digit  ZIP  Code  delivery  area; 

c.  The  brand  name  of  the  merchandise 
sample; 

d.  The  number  of  cards  in  the 
package;  and 

e.  Instructions  to  open  and  distribute 
with  matching  samples. 

664.3  Samples.  The  samples  must  be 
placed  in  cartons  and  labeled  as 
follows: 

a.  The  post  office  of  delivery; 

b.  The  5-digit  ZIP  Code  delivery  area; 

c.  The  brand  name  of  the  merchandise 
sample; 

d.  The  number  of  samples  in  the  outer 
carton;  and 

Instructions  to  open  and  distribute 
with  matching  cards. 

664.4  Postage.  Postage  must  be  prepaid 
by  one  of  the  methods  prescribed  by 
681.2  and  must  be  printed  on  or  affixed 
to  the  address  card  or  sample. 

664.5  Mailing  Periods.  Mailers  should 
avoid  mailing  samples  during  the 
following  peak  mailing  periods: 

a.  The  last  week  of  November  and 
throughout  the  month  of  December; 

b.  From  the  first  to  the  fifth  and  from 
the  twenty-sixth  to  the  end  of  each 
month. 

665  Catalogs  and  Books 

Catalogs  and  books  with  covers  such 
as  outserts,  short  covers,  or  similar 
bound  sheets  which  do  not  fully  cover 
(within  %  of  an  inch  of  each  edge)  the 
main  body  of  the  catalog  or  book,,  front 
and  back,  must  be  enclosed  in  a  mailing 
wrapper  such  as  a  full  sleeve  or 
envelope. 

BRUNO  CODE  7710-12-M 


HOW  TO  PREPARE  THIRD-CLASS  MAIL 

Pieces  qualifying  for  fr»e  rate  MUST  be  prepared  in  the  folowing 
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670  Mailing 

671  Single  Piece  Rates 

Matter  mailed  at  the  third-class  single 
piece  rate  may  be  deposited  in  any 
street  collection  box,  mail  chute, 
receiving  box,  cooperative  mailing  rack, 
or  other  place  where  mail  is  accepted. 
However,  mail  which  has  postage  paid 
by  means  of  permit  imprint  may  only  be 
deposited  where  authorized  by  145. 

672  Bulk  Rates 

672.1  Regular  Bulk  Rates.  Mailings  at 
the  regular  bulk  rates  may  only  be  made 
at  a  post  office  where  the  annual  bulk 
mailing  fee  has  been  paid  (see  641).  Mail 
must  be  deposited  at  locations  and 
times  designated  by  the  postmaster. 

672.2  Special  Bulk  Rates.  Mailings  at 
the  special  bulk  rates  (for  qualified 
nonprofit  organizations  and  qualified 
political  committees)  may  only  be  made 
at  post  offices  where  the  annual  bulk 
mailing  fee  has  been  paid  (see  641)  and 
where  nonprofit  authorization  has  been 
granted  (see  642).  Mail  must  be 
deposited  at  locations  and  times 
designated  by  the  postmaster. 

680  Payment  of  Postage 

681  Method  of  Payment 

681.1  Single  Piece  Mailings.  Mailers  of 
third-class  mail  at  other  than  bulk  rates 
may  use  any  method  of  paying  postage, 
and  may  mail  any  number  of  pieces  at 
one  time.  Exception:  When  permit 
imprints  are  used,  a  minimum  of  50 
pounds  or  200  identical  pieces  must  be 
mailed  (see  145). 

681.2  Bulk  Mailings 

.21  Identical  Weight  Pieces.  Postage 
may  be  paid  by  any  of  the  following 
methods: 

a.  Meter  stamps  (see  144). 

b.  Precanceled  stamps  or  precanceled 
stamped  envelopes  (see  143). 

c.  Permit  imprints  (cash),  (see  145), 

.22  Nonidentical  Weight  Pieces 

.221  Pound  Rates 

a.  Permit  Imprint.  When  all  pieces  in 
a  non-identical  mailing  are  subject  to  a 
pound  rate,  postage  may  be  paid  by 
permit  imprint.  Postage  for  permit 
imprint  mailings  of  non-identical  weight 
pieces  subject  to  pound  rates  is 
computed  on  the  entire  bulk  mailed  at 
one  time. 

b.  Meter  Stamps.  Postage  may  be  paid 
by  meter  stamps  on  mailings  subject  to  a 
pound  rate.  Each  piece  must  have  full 
metered  postage  affixed.  Postage  for 
each  piece  will  be  computed  by 
multiplying  the  weight  of  the  piece  by 
the  pound  rate.  The  postage  must  be 
rounded  up  to  the  nearest  tenth  of  a  cent 


or  whole  cent  depending  upon  what  type 
of  postage  meter  is  used. 

272  Minimum  Per  Piece  Rates. 

Postage  may  only  be  paid  by  meter 
stamps,  precanceled  stamps,  or 
precanceled  stamped  envelopes  for 
mailings  of  nonidentical  weight  pieces 
subject  to  the  minimum  per  piece  rate. 

.223  Combination  of  Rates.  Mailings 
may  include  pieces  subject  to  pound 
rates  and  pieces  subject  to  minimum  per 
piece  charges  when  postage  is  paid  by 
meter  stamp. 

.23  Single  Piece  Weight.  The  weight 
of  a  single  piece  must  be  entered  (on 
Form  3602,  Statement  of  Mailing  With 
Permit  Imprints,  or  Form  3602-PC, 
Statement  of  Mailing-Bulk  Rates]  as 
Nonidentical  whenever  a  mailing 
contains  pieces  having  different  weights. 
The  total  postage  will  be  entered  oh  the 
space  on  Form  3602  which  reads 
“postage  chargeable  per  piece." 

682  Mailing  Statement  for  Bulk 
Mailings 

The  mailer  must  complete  and  submit 
a  mailing  statement  with  each  mailing 
as  follows: 

a.  Form  3602,  Statement  of  Mailing 
Matter  With  Permit  Imprints,  for  mail 
with  permit  imprints  (see  145);  or 

b.  Form  3602-PC,  Statement  of 
Mailing-Bulk  Rates,  for  mail  bearing 
precanceled  stamps  or  meter  stamps. 

Note:  All  mailing  statements  are  subject 
to  verification  by  the  Postal  Service. 

690  Ancillary  Services 

691  Forwarding  and  Return 

Undeliverable  third-class  mail  bearing 
the  words  Forwarding  and  Return 
Postage  Guaranteed  will  be  forwarded 
when  the  new  address  is  known. 

Postage  at  the  appropriate  single  piece 
rate  will  be  collected  from  the 
addressee.  If  the  addressee  refuses  to 
pay  the  forwarding  postage,  the  piece 
will  be  returned  to  the  sender  who  must 
pay  postage  for  its  forwarding  and  its 
return.  If  the  piece  cannot  be  forw’arded 
because  the  new  address  is  not  known, 
it  will  be  given  the  Return  Postage 
Guaranteed  service  (see  692). 

692  Return 

Third-class  mail  which  is 
undeliverable-as-addressed  and  bears 
the  words  Return  Postage  Guaranteed 
will  be  returned  to  the  sender  postage 
due  at  the  appropriate  single  piece  rate. 
The  piece  will  be  marked 
Undeliverable-As-Addressed.  The 
reason  why  the  piece  is  undeliverable- 
as-addressed  or  the  addressee’s  new 
address  will  not  be  endorsed  on  the 
piece.  Mail  which  qualifies  for  a  single 


piece  fourth-class  rate  under  the 
provisions  of  611.12  will  be  returned  at 
that  rate  if  the  mailer’s  address 
correction  service  endorsement  includes 
the  name  of  the  fourth-class  rate.  For 
example,  if  a  third-class  piece  qualifies 
for  mailing  at  the  special  fourth-class 
rate  for  books,  the  endorsement  would 
be:  Special  Fourth-Class  Book  Rate: 
Return  Postage  Guaranteed. 

693  Address  Correction 

The  addressee’s  new  address,  or  the 
reason  why  a  third-class  mailing  piece  is 
undeliverable  if  the  new  address  is  not 
known,  may  be  obtained  by  the  sender 
either  independently  of,  or  in 
combination  with  the  return  and 
forwarding  services  provided  by  691  and 
692,  To  obtain  these  services,  the 
mailing  piece  must  bear  the  words: 
Address  Correction  Requested,  Address 
Correction  Requested  Return  Postage 
Guaranteed,  or  Address  Correction 
Requested  Forwarding  and  Return 
Postage  Guaranteed,  according  to  the 
service  desired.  The  following 
conditions  govern  these  services: 

a.  A  piece  weighing  2  ounces  or  less 
bearing  the  words  Address  Correction 
Requested  will  be  returned  to  the  sender 
for  a  fee  with  the  new  address  or  the 
reason  for  nondelivery  endorsed  on  the 
piece  (see  612.2). 

b.  If  a  piece  weighs  more  than  2 
ounces  and  bears  the  words  .Address 
Correction  Requested,  Form  3579, 
Undeliverable  2d,  3d,  4th  or  Controlled 
Circulation  Matter,  or  a  central-markup 
label  will  be  used  to  notify  the  sender 
(see  612.2).  Exception:  When  address 
labels  are  affixed  to  plastic  wrappers,  or 
a  window  address  format  is  used  on  a 
mailing  piece.  Form  3547,  Notice  to 
Mailer  of  Correction  in  Address,  may  be 
used  to  provide  the  requested 
information. 

c.  If  a  piece  that  weighs  more  than  2 
ounces  and  bears  the  words  Address 
Correction  Requested,  Return  Postage 
Guaranteed,  or  Address  Correction 
Requested  Forwarding  and  Return 
Postage  Guaranteed  must  be  returned  to 
the  sender  by  the  post  office  of  original 
address  because  the  piece  cannot  be 
forwarded.  Form  3579  or  a  central- 
markup  label  will  be  affixed  to  the 
piece,  and  the  piece  will  be  returned  to 
the  sender  for  a  fee  (see  612.2)  plus 
postage  at  the  appropriate  single  piece 
rate  (see  611.1). 

d.  If  a  piece  of  any  weight  bearing  the 
words  Address  Correction  Requested, 
Address  Correction  Requested  Return 
Postage  Guaranteed,  or  Address 
Correction  Requested  Forwarding  and 
Return  Postage  Guaranteed  is 
forwarded  to  the  addressee  in 
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compliance  with  either  the  sender’s  or 
addressee’s  guarantee  to  pay  forwarding 
postage  (see  159.212),  then  Form  3547 
will  be  used  by  the  forwarding  post 
office  to  furnish  the  sender  with  the  new 
address  for  a  fee  (see  612.2). 

e.  Mail  which  qualifies  for  a  single 
piece  fourth-class  rate  under  the 
provisions  of  611.12  will  be  returned  .^t 
that  rate  if  the  mailer’s  address 
correction  service  endorsement  includes 
the  name  of  the  fourth-class  rate.  For 
example,  if  a  third-class  piece  qualifies 
for  mailing  at  the  special  fourth-class 
rate  for  books,  the  endorsement  would 
be:  Special  Fourth-Class  Book  Rate: 
Forwarding  and  Return  Postage 
Guaranteed. 

694  No  Service  Requested 

If  the  services  described  in  691,  692,  or 
693  are  not  requested  by  the  mailer,  and 
the  piece  is  undeliverable  as  addressed, 
and  the  period  for  forwarding  has 
expired  (see  159.2),  then  the  Postal 
Service  will  treat  the  piece  as  dead  mail. 

CHAPTER  7 

Fourth-Class  Mail 

710  Rates  and  Fees 

711  Rates 

711.1  Parcel  Post  Rates  (See  Exhibit 
711.1) 

711.2  Bound  Printed  Matter  Rates  (See 
Exhibit  711.2) 

711.3  Special  Fourth-Class  Rates  (See 
Exhibit  711.3) 

711.4  Library  Rate  (See  Exhibit  711.4) 

712  Fees 

712.1  Annual  Fourth-Class  Presort 
Mailing  Fee.  The  annual  fourth-Class 
presort  mailing  fee  is  $30.00. 

712.2  Address  Correction  Fee.  The  fee 
for  address  correction  service  is  23c  per 
notice  issued. 
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A.  Sinfflr  Hcce  Zone  Rate* 

Not  EicMding  (pouods)  Local  Zones  1,  i  Zona  3  Zona  4  Zona  S  Zona  •  Zona  7  Zona  • 


2 . - . 

3  . . 

4  _ 

5 

6 

7 

e  _  -  -  - 

«  _ 

10  . 

11  __  _ 

12  _  .  - 

15  . - . . 

16  . . . . 

19 _ _ _ _ _ _ 

21 . . . . . 

29 _ _ 

W . . . 

36  . . . . 

37  . . . . 

39 . II” . ZZ 


41. 

42 

43 


51  . . . 

52  . 

53  _  _  _ 

54.. 

55. 

56.  . 

57..  „  — 

56. 

59..  - 

60. 

61.  . 

62 _ 

63.  _ _ 

64.. . . 

65  . . _.... 

66  . . . . 

67  . . . . . 

68  . . 

69 . . . . 

70. . . 


51  15 

51  35 

$1  39 

51  56 

1.23 

145 

153 

1  73 

1  29 

1  56 

165 

1  62 

1  36 

1.66 

1  77 

1  92 

142 

1  71 

t  84 

2  01 

147 

1  78 

1  90 

211 

1  51 

160 

197 

220 

1  54 

165 

203 

229 

1  57 

1  69 

210 

2  39 

160 

1  94 

217 

250 

1  64 

1  98 

222 

256 

167 

202 

2.27 

263 

1  70 

205 

232 

2  69 

1  73 

200 

236 

2  74 

1  76 

213 

241 

280 

1  79 

2  16 

245 

2  65 

1  62 

220 

2  49 

2  91 

1  66 

2  23 

253 

296 

1  69 

2  27 

256 

3  01 

1  92 

230 

262 

306 

1  95 

2  34 

266 

3  14 

1  98 

237 

272 

325 

201 

2  44 

260 

3  35 

204 

2  51 

269 

346 

207 

256 

2  97 

356 

211 

265 

306 

367 

214 

2  72 

3  14  ~ 

3  77 

217 

2  79 

323 

388 

220 

266 

3.31 

398 

268 

3.09 

346 

409 

271 

312 

349 

4  19 

2  74 

316 

357 

430 

277 

3  19 

365 

440 

260 

3?2 

3  74 

451 

2  63 

328 

362 

4  6t 

286 

335 

391 

472 

269 

3  42 

399 

4  62 

293 

3  49 

408 

4  93 

296 

356 

4  16 

5  03 

299 

363 

425 

514 

302 

370 

433 

5  24 

305 

377 

442 

5  35 

306 

3.84 

450 

5  45 

311 

391 

459 

556 

3  14 

398 

4  67 

566 

317 

405 

4.76 

5  77 

320 

4  12 

464 

567 

323 

4  19 

493 

5.96 

327 

426 

501 

608 

330 

433 

6.10 

6  19 

3.33 

440 

518 

629 

336 

4  47 

527 

640 

3  39 

4.54 

535 

650 

342 

4  61 

5  44  ■ 

6  61 

3  45 

466 

552 

671 

348 

4.75 

561 

682 

3  51 

482 

5  69 

6  92 

354 

4  69 

576 

703 

357 

496 

566 

7  13 

360 

5  03 

595 

7.24 

364 

510 

603 

734 

367 

517 

612 

7.45 

3  70 

^  5  24 

6.20 

7.55 

3  73 

5  31 

629 

766 

376 

536 

637 

776 

3  79 

545 

646 

787 

382 

5  52 

654 

797 

385 

5  59 

663 

608 

386 

566 

6.71 

616 

51  72 

51  84 

51  98 

52  22 

1  86 

2  04 

2  24 

2  61 

200 

223 

250 

3M> 

2  14 

2  43 

2  77 

5.39 

226 

2  62 

3  03 

3  79 

241 

2  82 

329 

417 

2  55 

3  02 

356 

4.S» 

269 

3  21 

3  82 

495 

2  83 

341 

406 

534 

300 

365 

4  42 

573 

3  09 

3  77 

4  57 

6  12 

317 

3  89 

4  72 

641 

3  25 

3  93 

486 

662 

3  33 

4  09 

499 

680 

340 

4  19 

5  11 

699 

3  47 

4  28 

523 

7  15 

354 

4  37 

5  34 

7  31 

3  61 

4  46 

5  45 

747 

3  67 

454 

5  55 

7  62 

3  74 

4  62 

566 

7  76 

3  85 

4  78 

580 

790 

399 

496 

6  02 

6  03 

4  12 

513 

6  24 

6  16 

426 

631 

6  46 

629 

4  33 

5  48 

6  68 

640 

4  53 

566 

390 

0  52 

466 

5  83 

7  12 

863 

480 

6  01 

734 

8  75 

4  93 

6  18 

756 

B.as 

5  07 

6  36 

7  78 

941 

520 

6  53 

BOO 

951 

534 

6  71 

8  22 

9«1 

547 

6  83 

8  44 

980 

5  61 

706 

866 

1006 

5  74 

7  23 

8  88 

10  32 

586 

7  41 

9  10 

10  56 

601 

758 

9  32 

1084 

615 

7  76 

954 

11.10 

626 

7  93 

9  76 

11  36 

6  42 

8  11 

9  98 

1162 

655 

8  28 

1020 

1186 

6  69 

8  46 

10  42 

1214 

6  82 

8  63 

10  64 

1240 

6  96 

8  81 

1086 

1266 

709 

898 

11  08 

12  92 

7  23 

916 

11  30 

1318 

736 

9  33 

11  52 

13  44 

750 

9  51 

11  74 

13  70 

7,63 

968 

11  96 

1396 

7  77 

986 

12  18 

1422 

790  • 

1003 

1240 

14  48 

604 

10  21 

12  62 

14  74 

8  17 

10  38 

12  64 

15  00 

8  31 

10  56 

1306 

1526 

844 

10  73 

13  28 

15  52 

658 

10  91 

1350 

15  78 

6  71 

11  08 

13  72 

16  04 

885 

11  26 

13  94 

1630 

898 

11  43 

14  16 

16  58 

9  12 

11  61 

14  38 

16  82 

925 

11  78 

1460 

17.00 

939 

11  96 

14  82 

1734 

9  52 

12  13 

1504 

1760 

966 

12  31 

1526 

1786 

9  79 

12  48 

15  48 

1812 

993 

1266 

1570 

18  38 

1006 

12  83 

15.92 

1864 

1020 

13  01 

16  14 

18  90 

10  33 

13  18 

16  36 

1916 

tacapUon:  (Parcels  we-ghing  less  than  15  »»  and  meas  64  inches  equals  that  tor  a  15— pound  parcel  for  the  zone  to  which 
addressed  See  ExNM  751.  ^ 


B.  Bulk  Zone  Rales 

The  rale  for  eaef.  piece  of  a  bulli  zone  rale  ma4inq  is  the  single  piece  rate  for  that  zone  for  an  item  equal  to  the  average  rvcighi 
per  piece  for  all  parcels  m  a  mailing  go>ng  to  that  zone,  rounded  >«  to  the  nen  highest  whole  poutxL 
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Single  Piece  Zone  Rate 


Zones 

(pounds) 

Local 

1  and  2 

3 

4 

5 

6 

7 

8 

1.5 . . 

$0.69 

$0.92 

$0.94 

$0.97 

$1.02 

$1.08 

$1.16 

$1.19 

.69 

.93 

.95 

.99 

1.06 

1.14 

1.25 

1.28 

. 

.69 

.93 

.96 

1.01 

1.10 

1.20 

1.33 

1.38 

.69 

.94 

.97 

1.03 

1.14 

1.25 

1.41 

1.47 

35  .  . 

.69 

.94 

.98 

1.05 

1.17 

1.31 

1.50 

1.56 

.69 

.95 

.99 

1.07 

1.21 

1.37 

1.58 

1.66 

.69 

.95 

1.00 

1.09 

1.25 

1.42 

1.67 

1.75 

5  . 

.70 

.96 

1.02 

1.12 

1.29 

1.48 

1.75 

1.85 

. 

.70 

.96 

1.04 

1.16 

1.36 

1.59 

1.92 

2.03 

.70 

.97 

1.06 

1.20 

1.44 

1.71 

2.09 

2.22 

.70 

.98 

1.08 

1.24 

1.51 

1.82 

2.25 

2.41 

.70 

.99 

1.10 

1.28 

1.59 

1.94 

2.42 

2.59 

.70 

1.00 

1.12 

1.32 

1.66 

2.05 

2.59 

2.78 

Bulk  Rate 


Bulk 

Zone  Piece  rate  pound  rate 

(cents)  (cents) 


Local .  35  0.1 

1  and  2 .  ^6  •  0.9 

3  46  2.1 

4  _  46  4.1 

5  46  7.5 

6  46  11.4 

7  46  16.8 

8  .  46  18.7 


Exhibit  711.2— Bound  Printed  Matter  Rates 


Kind  of  mail  Rate  (withoul  regard  to  zone) 

(Rate  restricted  to  items  specifically  named) 


First  pound 

Each  additional 

Each  additional 

or  fraction 

pound  or  fraction 

pound  or  fraction 

of  a  pound 

trough  7  pounds 

over  7  pounds 

Books;  16-millifneter  or  narrower  width  films  and  catalogs  of 

such  films  (rate  applies  for  films  and  catalogs  except  when 
mailed  to  or  from  commercial  theaters);  printed  music, 
printed  obiective  test  materials,  sound  recordings,  play- 
scripts  and  manuscripts  for  books,  periodicals  and  music; 
printed  educational  reference  charts  permanently  proc¬ 
essed  for  preservation;  looseleaf  pages,  and  binders  there¬ 
for,  consisting  of  medical  information  for  distribution  to 
doctors,  hospitals,  medical  schools,  and  medical  students. 
(See  724.1). 

Single  piece  rate . 

Presort  rates: 

594 

224 

134 

Level  A . 

'524 

224 

134 

Level  B . 

>554 

224 

134 

'  Mailings  of  500  or  more  pieces  properly  prepared  and  presorted  to  5-diglt  destination  ZIP  Codes.  (See  724.2) 

‘Mailings  of  2,000  or  more  pieces  properly  prepared  and  presorted  to  5Hligit  and  3-digit  destination  ZIP  Codes.  (See  724.2) 

Exhibit  711.3— Special  Fourth-Class  Rates 


Rate  (without  regard  to  zone) 


Kind  of  mail 


Books;  printed  music;  bound  volumes  of  academic  theses; 
sound  recordings;  periodicals;  other  library  materials; 
museum  and  herbarium  materials;  16-milHmeter  or  narrow¬ 
er  width  films,  filmstrips,  transparencies,  slides,  microfilms, 
scientific  or  mathemati^  kits,  instruments,  or  other  de¬ 
vices;  also,  catalogs,  guides  or  scripts  lor  some  of  these 

materials.  See  725 . . .  174  64  54 


First  pound  Each  additional  Each  additional 

or  fraction  pound  or  fraction  pound  or  fraction 

of  a  pound  through  7  pounds  over  7  pounds 


Exhibit  711.4— Library  Rates 


720  Classification 

721  General  Provisions  Applicable  to 
All  Fourth-Class  Mail 

721.1  Description.  Fourth-class  mail 
consists  of  mailable  matter: 

a.  Not  mailed  or  required  to  be  mailed 
as  First-Class  Mail; 

b.  Weighing  sixteen  ounces  or  more 
(except  special  or  library  rate  fourth- 
class);  and 

c.  Not  entered  as  second-class  mail 
(except  as  specifically  provided  for 
transient  rate  matter). 

721.2  Additions  and  Enclosures. 
Markings  and  enclosures  having  the 
character  of  personal  correspondence 
require,  with  certain  exceptions,  that  the 
additional  postage  be  paid  at  the  first 
class  rates  (see  310).  Only  the  following 
written  additions  and  enclosures  do  not 
require  additional  first-class  postage 
when  they  are  placed  in  or  on  a  parcel 
mailed  at  fourth-class  rates: 

a.  The  sender’s  and  the  addressee’s 
names,  occupations,  and  addresses, 
preceded  by  the  word  “from”  or  “to” 
and  directions  for  transmission, 
delivery,  forwarding,  or  return. 

b.  Marks  (other  than  by  written  or 
printed  words)  to  call  attention  to  words 
or  passages  in  the  text. 

c.  Corrections  of  typographical  errors 
in  the  body  of  circulars  or  printed  matter 
by  handwritten  or  typewritten  changes 
or  additions. 

d  Corrections  of  proof  sheets 
including  corrections  of  typographical 
and  other  errors,  changes  in  the  text, 
insertion  of  new  text,  marginal 
instructions  to  the  printer,  and  rewrites 
of  parts.  Corrections  should  be  on 
margins  or  attached  to  the  manuscript. 

e.  A  simple  manuscript  dedication  or 
inscription,  which  does  not  have  the 
nature  of  personal  correspondence,  on 
the  blank  leaves  or  cover  of  a  book  or 
other  printed  matter. 

/.  Matter  mailable  as  third-class  mail 
printed  on  the  wrapper,  envelope,  tag,  or 
label. 

g.  Marks,  numbers,  names,  or  letters 
for  the  purpose  of  description,  printed  or 
written  on  the  wrapper  or  cover. 

h.  The  words  “Please  Do  Not  Open 
Until  Christmas”,  “Happy  Birthday, 
Mother”,  "With  Best  Wishes,  John  Doe”, 
and  similar  inscriptions  on  the  package, 
wrapper,  or  envelope,  or  on  a  tag  or 
label  attached  thereto. 

i.  Manuscript  accompanying  proof 
sheets. 

j.  An  invoice,  whether  or  not  it  also 
serves  as  a  bill,  if  it  relates  solely  to  the 
matter  with  which  it  is  mailed,  may  be 
enclosed  or  placed  in  an  envelope 
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(marked  Invoice  Enclosed)  attached  to 
the  outside  showing  any  or  all  of  the 
following: 

(7)  Names  and  addresses  of  sender 
and  addressee. 

{2)  Names  and  quantities  of  articles 
enclosed. 

(J)  Description  of  articles  enclosed, 
including  price,  tax,  style,  stock  number, 
size,  and  quality;  and  if  defective,  nature 
of  defect 

(4)  Order  of  file  number,  date  of  order, 
date  and  manner  of  shipment,  shipping 
weight,  and  postage  paid. 

(5)  Initials  or  name  of  packer  or 
checker. 

k.  Instructions  and  directions  for  the 
use  of  the  item  mailed,  in  writing  or 
otherwise,  as  an  enclosure,  attachment, 
or  endorsement. 

722  Wliat  May  Be  Mailed  at  Parcel  ' 
Post  Rates 

722.1  Description.  Any  fourth-class 
matter  may  be  mailed  at  parcel  post 
rates  (see  711,1).  The  parcel  post  rates 
are  based  on  zones  as  described  in 
122.7. 

722.2  Bulk  Parcel  Post 

.21  Requirements.  The  bulk  fourth- 
class  zone  rates  are  applied  to  mailings 
of  300  or  more  pieces  of  fourth-class 
mail  of  identical  weight.  Parcels  need 
not  be  of  identical  size  or  content. 
Parcels  which  weigh  less  than  15  pounds 
and  meastue  over  84  inches  in  length 
and  girth  combined  may  not  be  mailed 
at  these  rates.  Mailings  of  pieces  of 
nonidentical  weight  may  only  be  made 
at  bulk  zone  rates  when  authorized  by 
the  Office  of  Mail  Classification,  Rates 
and  Classification  Department,  USPS 
Headquarters  in  accordance  with  145.8 
or  145.9. 

22  Special  Services.  Insurance, 
special  deli\’’ery,  special  handling,  and 
COD  services  may  be  used  on  mailings 
sent  at  bulk  fourth-class  zone  rates. 
However,  special  services  may  not  be 
used  selectively  for  individual  parcels 
mailed  at  these  rates.  Special  services 
may  be  used  selectively  in  conjunction 
with  postage  payment  verification 
systems  approved  under  the  conditions 
stated  in  722.21. 

.23  Enclosures.  In  addition  to  the 
enclosures  and  additions  listed  in  721.2. 
items  mailed  at  the  parcel  post  rates 
may  contain  any  printed  matter 
mailable  as  third-class. 

723  What  May  Be  Mailed  at  Bound 
Printed  Matters  Rates 

72S.1  Description.  Bound  printed 
matter  is  fourth-class  matter  that  weighs 
at  least  one  pound  and  not  more  than  10 
pounds,  and  which: 


a.  Consists  of  advertising, 
promotional,  directory,  or  editorial 
material,  or  any  combination  of  these. 

b.  Is  securely  bound  by  permanent 
fastenings  such  as  staples,  spiral 
binding,  glue,  stitching,  etc.  Loose  leaf 
binders  and  similar  fastenings  are  not 
considered  permanent. 

c.  Consists  of  sheets  of  which  at  least 
90  percent  are  imprinted  by  any  process 
other  than  handwriting  or  typewriting 
with  letters,  characters,  figures,  or 
images,  or  any  combination  of  these. 

d.  Does  not  have  the  nature  of 
personal  correspondence. 

e.  Is  not  a  book  eligible  for  mailing 
as  special  fourth-class  rate  mail. 

/.  Is  not  a  book  which  would  be 
eligible  for  mailing  as  special  fourth- 
class  rate  mail  but  for  the  inclusion  of 
advertising  matter  other  than  incidental 
announcements  of  books,  that  either  (1) 
is  not  permanently  bound  in  the  book 
itself,  or  (2)  does  not  form  an  integral 
part  of  the  book  itself. 

g.  Is  not  stationery,  such  as  pads  of 
blank  printed  forms. 

723.2  Bulk  Bound  Printed  Matter 

.21  Requirements.  The  bulk  fourth- 
class  zone  rates  are  applied  to  mailings 
of  300  or  more  pieces  of  fourth-class 
bound  printed  matter  of  identical  weight 
and  size.  Parcels  which  weigh  less  than 
15  pounds  and  measure  over  84  inches 
in  length  and  girth  combined  may  not  be 
mailed  at  these  rates.  Mailings  of  pieces 
of  nonidentical  weight  may  only  be 
made  at  bulk  zone  rates  when 
authorized  by  the  Office  of  Mail 
Classification,  Rates  and  Classification 
Department,  USPS  Headquarters  in 
accordance  with  145.8  or  145.9. 

.22  Special  Services.  Insurance, 
special  delivery,  special  handling,  and 
COD  services  may  be  used  on  mailings 
sent  at  bulk  fourth-class  zone  rates. 
However,  special  services  may  not  be 
used  selectively  for  individual  parcels 
mailed  at  these  rates.  Special  services 
may  be  used  selectively  in  conjunction 
with  postage  pajTnent  verification 
systems  approved  under  the  conditions 
stated  in  722.21. 

.23  Enclosures.  In  addition  to  the 
enclosures  and  additions  listed  in  721.2, 
items  mailed  at  the  bound  printed 
matter  rates  may  contain  order  forms, 
reply  envelopes  and  cards,  circulars, 
and  miscellaneous  types  of  printed 
advertising  sheets.  Samples  of 
merchandise  may  be  attached  to  the 
bound  pages  and  to  the  loose 
enclosures. 


724  What  May  Be  Mailed  at  Special 
Fourth-Class  Rates 

724.1  General  Description.  Only  the 
following  specifically  described  articles 
may  be  mailed  at  the  special  fourth- 
class  rates  {see  711.3): 

a.  Books,  including  books  issued  to 
supplement  other  books,  of  24  pages  or  ^ 
more  (at  least  22  of  which  are  printed) 
consisting  wholly  of  reading  matter, 
scholarly  bibliography,  or  reading 
matter  with  incidental  blank  spaces  for 
notations  and  containing  no  advertising 
matter  other  than  incidental 
announcements  of  books.  Advertising 
includes  paid  advertising  and  the 
publishers’  own  advertising  in  display, 
classified,  or  editorial  style.  The 
identification  statement  Special  Fourth- 
Class  Rate  must  be  placed 
conspicuously  on  the  address  side  of 
each  package. 

b.  16-millimeter  or  narrower  width 
films  (which  must  be  positive  prints  in 
final  form  for  viewing)  and  catalogs  of 
such  films  of  24  pages  or  more  (at  least 
22  of  which  are  printed).  Films  and  film 
catalogs  sent  to  or  from  commercial 
theaters  do  not  qualify  for  the  special 
fourth-class  rate.  The  identification 
statement  Special  Fourth-Class  Rate 
must  be  placed  conspicuously  on  the 
address  side  of  each  package. 

c.  Printed  music  whether  in  bound 
form  or  in  sheet  form.  The  identification 
statement  Special  Fourth-Class  Rate 
must  be  placed  conspicuously  on  the 
address  side  of  each  package. 

d.  Printed  objective  test  materials 
and  their  accessories  used  by  or  in 
behalf  of  educational  institutions  to  test 
ability,  aptitude,  achievement,  interests, 
and  other  mental  and  personal  qualities 
with  or  without  answers,  test  scores,  or 
identifying  information  recorded  thereon 
in  writing  or  by  mark.  The  identification 
statement  Special  Fourth-Class  Rate 
must  be  placed  conspicously  on  the 
address  side  of  each  package.  - 

e.  Sound  recordings,  including 
incidental  announcements  of  recordings 
and  guides  or  scripts  prepared  solely  for 
use  with  such  recordings.  Player  piano 
rolls  are  classified  as  sound  recordings. 
Miscellaneous  advertisements,  including 
trademarks,  of  persons  or  concerns 
other  than  the  record  manufacturer,  are 
not  permissible  on  title  labels,  protective 
sleeves,  jackets,  cartons,  and  wrappers, 
and  such  advertisements  may  not  be 
mailed  as  enclosures.  The  identification 
statement  Special  Fourth -Class  Rate 
must  be  placed  conspicuously  on  the 
address  side  of  each  package. 

f.  Playscripts  and  manuscripts  for 
books,  periodicals,  and  music.  The 
identification  statement  Special  Fourth- 
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Class  Rate  must  be  placed 
conspicuously  on  the  address  side  of 
each  package. 

g.  Printed  educational  reference 
charts,  permanently  processed  for 
preservation.  The  identification 
statement  Special  Fourth-Class  Rate 
must  be  placed  conspicuously  on  the 
address  side  of  each  package. 

h.  Looseleaf  pages,  and  binders 
thereof,  consisting  of  medical 
information  for  distribution  to  doctors, 
hospitals,  medical  schools,  and  medical 
students.  The  identification  statement 
Special  Fourth-Class  Rate  must  be 
placed  conspicuously  on  the  address 
side  of  each  package. 

724J2  Special  Fourth-Class  Presort 
Rates 

.21  Applicability.  The  presort  rates 
apply  to  special  fourth-class  rate  matter 
presorted  by  ZIP  Codes,  and  mailed  in 
minimum  quantities  (see  724.22]  at  a 
place  and  time  designated  by  the 
postmaster.  Marking,  sack  labeling,  and 
container  labeling  requirements  are 
contained  in  764. 

.22  Qualification  for  Presort  Rates 

.221  General  Requirements 

a.  A  mailing  will  receive  only  one 
level  of  presort  rate,  under  724.222  or 
724.223.  A  mailer  may,  however,  divide 
a  mailing  into  two  or  more  mailings  with 
separate  mailing  statements  to  use  both 
levels  of  presort  rates. 

b.  The  size  and  content  of  each  piece 
need  not  be  identical. 

c.  For  purposes  of  the  bulk  special 
fourth-class  rate  schedule  the  following 
definitions  apply: 

(1)  A  full  sack  means  at  least  eight 
pieces,  or  pieces  of  at  least  1,000  cubic 
inches  volume  or  weighing  at  least  20 
pounds.  However,  no  more  than  70 
pounds  may  be  placed  in  any  sack. 

[2]  A  substantially  full  sack  means  at 
least  four  pieces,  or  pieces  of  at  least 
1,000  cubic  inches  volume  or  weighing  at 
least  20  pounds.  However,  no  more  than 
70  pounds  may  be  placed  in  any  sack. 

■222  Level  A 

a.  To  qualify  as  a  presorted  piece 
subject  to  the  special  fourth-class 
presort  level  A  rate  (see  711.3)  a  piece 
must  be  one  of  a  mailing  of  at  least  500 
pieces  of  identical  weight  receiving 
identical  service,  properly  prepared  and 
presented  in  full  sacks  (see  724.221  c(l)) 
destined  for  5-digit  ZIP  Code  locations. 

b.  Mailings  of  at  least  500  identical 
weight,  nonmachinable  outsides  as 
described  in  128  may  qualify  for  presort 
level  A  if  they  are  made  up  to  preserve 
the  5-digit  ZIP  Code  presort  as 
prescribed  by  the  postmaster  of  the 
office  of  mailing.  The  postmaster  may 
require  notification  up  to  24  hours  before 


the  mailing  is  presented.  The  mailer 
must  comply  with  the  postmaster’s 
instructions  on  how  to  separate  and 
present  mailings  of  outsides.  The 
postmaster  will  coordinate  such 
mailings  and  obtain  procedures  for 
separation  of  parcels  through  the 
regional  logistics  office. 

.223  Level  B 

a.  To  qualify  as  a  presorted  piece 
subject  to  the  special  fourth-class 
presort  level  B  rate,  a  piece  must  be  one 
of  a  mailing  of  at  least  2,000  identical 
weight  sackable  pieces  receiving 
identical  service,  properly  prepared  and 
presented: 

(1]  In  full  sacks  or  substantially  full 
sacks,  (see  724.221c)  destined  to  5-digit 
ZIP  Code  locations.  Mail  must  be 
separated  and  sacked  to  5-digit 
destinations  in  this  manner  to  the 
maximum  extent  possible  (see  724.221). 

[2]  With  the  remainder  in  full  sacks 
destined  to  3-digit  locations.  All 
materials  in  such  sacks  must  be 
addressed  to  the  same  3-digit 
destinations. 

b.  Machinable  pieces  (as  defined  in 
128.4)  mailed  under  the  level  B  rate 
which  would  otherwise  be  required  to 
be  made  up  in  full  3-digit  sacks 
according  to  724.223a(2)  may  instead  be 
made  up  to  the  destination  bulk  mail 
centers  (BMC’s)  provided  the  following 
conditions  are  met: 

(7)  There  must  be  as  least  eight  pieces 
or  20  pounds  of  material  or  1,000  cubic  . 
inches  of  material  for  3-digit 
destinations  in  the  mailing. 

[2]  Sortation  and  sacking  to  5-digit 
destinations  must  be  done  according  to 
724.223a(l). 

(5)  The  mailer  must  submit  a  complete 
ZIP  Code  listing  of  pieces  with  the 
mailing  statement.  The  list  must  show 
the  5-digit  ZIP  Code  destinations  and 
the  number  of  pieces  sent  to  each 
destination  for  pieces  sacked  according 
to  724.223a(l).  and  the  3-digit  ZIP  Code 
destinations,  and  the  number  of  pieces 
sent  to  each  destination,  for  pieces 
sorted  to  BMC's. 

[4]  The  mailer  must  note  on  the 
mailing  statement  how  many  pieces 
would  be  required  to  meet  the  lesser 
requirements  of  20  pounds  or  1,000  cubic 
inches. 

Note:  A  list  of  BMC’s  and  the  areas 
they  serve  may  be  obtained  from  the 
postmaster  at  the  office  of  mailing. 

.23  Nonqualifying  Pieces.  Pieces 
which  are  not  made  up  to  5-  or  3-digit 
ZIP  Codes,  or  to  BMC  destinations  as 
set  forth  in  724.22  are  not  considered 
presorted.  Pieces  which  are  not 
presented  in  full  or  substantially  full 
sacks  (see  724.221c)  do  not  qualify  for 
the  presort  rate.  They  must  be  presented 


for  mailing  under  a  separate  mailing 
statement  if  mailed  under  permit 
imprint. 

.24  Nonidentical  Pieces. 

Nonidentical  pieces,  including  those  of 
different  postage  values,  may  be 
merged,  presorted  together,  and 
presented  as  a  single  mailing  only  when 
the  mailer  has  demonstrated  that 
adequate  records  are  maintained  to 
enable  the  Postal  Service  to  accurately 
verify  and  audit  such  mailings,  and  the 
procedure  has  been  specifically 
authorized  by  the  Director,  Office  of 
Mail  Classification,  Rates  and 
Classification  Department,  USPS 
Headquarters,  in  accordance  with  145.8 
or  145.9. 

724.3  Enclosures 

.31  General.  In  addition  to  the 
enclosures  and  additions  listed  in  721.2, 
books  and  sound  recordings  mailed  at 
the  special  fourth-class  rates  may 
contain  the  enclosures  listed  below. 

.32  Books.  Books  mailed  at  the 
special  fourth-class  rate  may  contain; 

a.  Either  one  envelope  or  one 
addressed  post  card.  If  also  serving  as 
an  order  form,  the  envelope  or  card  may 
be  in  addition  to  the  order  form  listed  in 
724.32b. 

b.  One  order  form.  If  also  serving  as 
an  envelope  or  post  card,  the  order  form 
may  be  in  addition  to  the  envelope  or 
card  listed  in  724.32a. 

c.  Announcements  of  books, 
appearing  in  book  pages  or  as  loose 
enclosures.  These  announcements  of 
books  must  be  incidental,  and  must  be 
exclusively  devoted  to  books.  They  may 
not  contain  extraneous  advertising  of 
book  related  materials  or  services. 
Exception:  Announcements  may  fully 
describe  the  conditions  and  methods  of 
ordering  books  (such  as  by  membership 
in  book  clubs)  and  may  contain  ordering 
instructions  for  use  for  the  single  order 
form  in  724.32b. 

c/.  No  more  than  three  of  the 
announcements  permitted  by  724.32c 
may  contain  as  part  of  their  format  a 
single  order  form,  which  may  also  serve 
as  a  post  card.  The  order  forms 
permitted  are  in  addition  to.  and  not  in 
lieu  of  order  forms  which  may  be 
enclosed  by  virtue  of  any  other 
provisions.  Note:  This  is  applicable  only 
to  books  mailed  at  the  special  fourth- 
class  rate.  It  is  not  available  for  those 
mailed  at  the  library  rate. 

.33  Sound  Recordings.  Sound 
recording  mailed  at  the  special  fourth- 
class  rate  may  contain: 

a.  Either  one  envelope  or  one 
addressed  post  card.  If  also  serving  as 
an  order  form,  the  envelope  or  card  may 


be  in  addition  to  the  order  form  listed  in 
724.33b. 

b.  One  order  form.  If  also  serving  as 
an  envelope  or  post  card,  the  order  form 
may  be  in  addition  to  the  envelope  or 
card  listed  in  724.33a. 

c.  Guides  or  scripts  prepared  solely 
for  use  with  such  recordings. 

d.  Announcements  of  sound 
recordings  appearing  on  title  labels,  on 
protective  sleeves,  on  the  carton  or 
wrapper,  or  on  loose  enclosures.  These 
announcements  of  sound  recordings 
must  be  incidental,  and  must  be 
exclusively  devoted  to  sound  recordings. 
They  may  not  contain  extraneous 
advertising  of  sound  recording  related 
materials  or  servic'^s.  Exception: 
Announcements  may  fully  describe  the 
conditions  and  methods  of  ordering 
sound  recordings  (such  as  by 
membership  in  sound  recording  clubs) 
and  may  contain  ordering  instructions 
for  use  with  the  single  order  form 
permitted  in  724.33b, 

e.  Not  more  than  three  of  the 
announcements  permitted  by  724.33d 
may  contain  as  part  of  their  format  a 
single  order  form,  which  may  also  serve 
as  a  post  card.  The  order  forms 
permitted  here  are  in  addition  to,  and 
not  in  lieu  of  order  forms  which  may  be 
enclosed  by  virtue  of  any  other 
provisions.  Note:  This  is  applicable  only 
to  sound  recordings  mailed  at  the 
special  fourth  class  rate.  It  is  not 
available  for  those  mailed  at  the  library 
rate. 

.34  Other  Material.  Material,  other 
than  books  and  sound  recordings, 
mailed  at  special  fourth-class  rates  may 
contain  only  those  additions  and 
enclosures  listed  in  721.2. 

725  What  May  Be  Mailed  at  the 
Library  Rate 

725.1  Description.  Only  the  articles 
specifically  described  in  this  section 
may  be  mailed  at  the  fourth-class  library 
rate  (see  711.4).  The  identification 
statement  Library  Rate  must  be  placed 
conspicuously  on  the  address  side  of 
each  package.  Each  package  must  show 
in  the  address  or  return  address  the 
name  of  a  school,  college,  university, 
public  library,  museum,  herbarium,  or 
the  name  of  a  nonprofit  religious, 
educational,  scientific,  philanthropic 
(charitable),  agricultural,  labor, 
veterans’,  or  fraternal  organization.  No 
permit  is  required. 

725.2  Items  on  Loan  or  Exchange.  The 
following  specific  items  may  be  mailed 
at  the  library  rate  when  loaned  or 
exchanged  between  schools,  colleges, 
universities,  public  libraries,  museums 
and  herbariums,  and  nonprofit  religious, 
educational,  scientific,  philanthropic 
(charitable),  agricultural,  labor, 
veterans’,  and  fraternal  organizations 


(see  623.23  for  definitions):  or  when 
cooperatively  processed  by  public 
libraries;  or  when  loaned  or  exchanged 
between  the  above  libraries, 
organizations,  or  associations,  and  their 
members,  readers,  or  borrowers: 

a.  Books,  consisting  wholly  of  reading 
matter,  scholarly  bibliography,  or 
reading  matter  with  incidental  blank 
spaces  for  notations  and  containing  no 
advertising  other  than  incidental 
announcements  of  books. 

b.  Printed  music,  whether  in  bound 
form  or  in  sheet  form. 

c.  Bound  volumes  of  academic  theses 
in  typewritten  or  duplicated  form. 

d.  Periodicals,  whether  bound  or 
unbound. 

e.  Sound  recordings. 

f.  Other  library  materials  in  printed, 
duplicated,  or  photographic  form  or  in 
the  form  of  unpublished  manuscripts. 

g.  Museum  materials,  specimens, 
collections,  teaching  aids,  printed 
matter,  and  interpretative  materials 
intended  to  inform  and  to  further  the 
educational  work  and  interests  of 
museums  and  herbariums. 

725.3  Items  Not  Required  To  Be  on 
Loan  or  Exchange.  The  following 
specific  items  may  be  mailed  at  the 
library  rate  when  sent  to  or  from 
schools,  colleges,  universities,  public 
libraries,  museums  and  herbariums,  and 
to  or  from  nonprofit  religious, 
educational,  scientific,  philanthropic 
(charitable),  agricultural,  labor, 
veterans’,  or  fraternal  organizations: 

a.  16-millimeter  or  narrower  width 
films,  filmstrips,  transparencies,  slides, 
and  microfilms.  All  of  these  must  be 
positive  prints  in  final  form  for  viewing. 

b.  Sound  recordings. 

c.  Museum  materials,  specimens, 
collections,  teaching  aids,  printed 
matter,  and  interpretative  materials 
intended  to  inform  and  to  further  the 
educational  work  and  interests  of 
museums  and  herbariums. 

d.  Scientific  or  mathematical  kits, 
instruments,  or  other  devices. 

e.  Catalogs  of  the  materials  in, 725.3a- 
d  and  guides  or  scripts  prepared  solely 
for  use  with  such  materials. 

725.4  Books  Mailed  By  a  Publisher  or 
Distributor.  Books,  including  books 
supplementing  other  books,  consisting 
wholly  of  reading  matter,  scholarly 
bibliography,  or  reading  matter  with 
incidental  blank  spaces  for  notations, 
and  containing  no  advertising  matter 
other  than  incidental  announcements  of 
books,  may  be  mailed  at  the  library  rate 
if  they  are  mailed  from  a  publisher  or  a 
distributor  to  a  school,  college, 
university,  or  public  library.  For 
purposes  of  this  subsection; 

o.  A  distributor  is  an  agent,  business 


firm  or  similar  organization  whose 
business  is  the  sale,  resale,  shipment,  or 
reshipment  of  books. 

b.  Books  must  be  addressed  to  the 
qualifying  institution.  An  individual 
recipient  may  only  be  noted  with  an 
attention  line. 

c.  Books  may  be  mailed  to  bookstores 
which  are  owned,  operated  and 
controlled  by  schools,  colleges,  or 
universities,  including  separately 
incorporated,  nonprofit  bookstores 
owned  by  those  institutions. 

d.  Books  may  not  be  returned  to  a 
publisher  or  distributor  by  a  school, 
college,  university  or  public  library. 

725.5  Enclosures 

.51  General.  In  addition  to  the 
enclosures  and  additions  listed  in  721.2. 
books  and  sound  recordings  mailed  at 
the  library  rate  may  contain  the 
enclosures  listed  below. 

.52  Books.  Books  mailed  at  the 
library  rate  may  contain: 

a.  Either  one, envelope  or  one 
addressed  post  card.  If  also  serving  as 
an  order  form,  the  envelope  or  card  may 
be  in  addition  to  the  order  form  listed  in 
725.52b. 

b.  One  order  form.  If  also  serving  as 
an  envelope  or  post  card,  the  order  form 
may  be  in  addition  to  the  envelope  or 
card  listed  in  725.52a. 

c.  Announcements  of  books  appearing 
in  book  pages  or  as  loose  enclosures. 
These  announcements  of  books  must  l)e 
incidental,  and  must  be  exclusively 
devoted  to  books.  They  may  not  contain 
extraneous  advertising  of  book  related 
materials  or  services.  Exception: 
Announcements  may  fully  describe  the 
conditions  and  methods  of  ordering 
books  (such  as  by  membership  in  book 
clubs)  and  may  contain  ordering 
instructions  for  use  with  the  single  order 
form  permitted  in  725.52b. 

.53  Sound  Recordings.  Sound 
recordings  mailed  at  the  library  rale 
may  contain: 

a.  Either  one  envelope  or  one 
addressed  post  card.  If  also  serving  as 
an  order  form,  the  envelope  or  card  may 
be  in  addition  to  the  order  form  listed  in 
725.53b. 

b.  One  order  form.  If  also  serving  as 
an  envelope  or  post  card,  the  order  form 
may  be  in  addition  to  the  envelope  or 
card  listed  in  725.53a. 

c.  Guides  or  scripts  prepared  solely 
for  use  with  such  recordings. 

d.  Announcements  of  sound 
recordings  appearing  on  title  labels,  on 
protective  sleeves,  on  the  carton  or 
wrapper,  or  on  loose  enclosures.  These 
announcements  of  sound  recordings 
must  be  incidental,  and  must  be 
exclusively  devoted  to  sound  recordings. 
They  may  not  contain  extraneous 
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advertising  of  sound  recording  related 
materials  or  services.  Exception: 
Announcements  may  fully  describe  the 
conditions  and  methods  of  ordering 
sound  recordings  (such  as  by 
membership  in  sound  recording  clubs) 
and  may  contain  ordering  instructions 
for  use  with  the  single  order  form  , 

permitted  in  725.53b. 

.54  Other  Material.  Material  other 
than  books  and  sound  recordings  mailed 
at  the  library  rate  may  contain  only 
those  additions  and  enclosures  listed  in 
721.2. 

734  Service  Objectives 

Fourth-class  mail  may  receive 
deferred  service.  The  Postal  Service 
does  not  guarantee  delivery  of  fourth- 
class  mail  within  a  specified  time. 

740  Authorizations  and  Permits 

741  Nonidentical  Pieces  Mailed  at  the 
Bulk  Parcel  Post  Zone  Rate 

Nonidentical  pieces  may  be  mailed  at 
the  parcel  post  bulk  zone  rate  only  when 
the  mailer  has  demonstrated  that 
adequate  records  are  maintained  to 
verify  and  audit  such  mailings,  and  the 
procedure  has  been  specifically 
authorized  by  the  Director,  Office  of 
Mail  Classification,  Rates  and 
Cla.ssification  Department,  LISPS 
Headquarters  in  accordance  with  145.8 
or  145.9. 

742  Special  Fourth-Class  Presort 
Mailing  Fee 

A  fourth-class  presort  mailing  fee  (see 
712.1)  must  be  paid  once  each  calendar 
year  at  each  office  of  mailing  by  or  for 
any  person  who  mails  at  the  presorted 
special  fourth-class  rates. 

750  Physical  Limitations 

751  Weight  and  Size  Limits 

The  weight  and  size  limits  in  Exhibit 

751  apply  to  all  fourth-class  parcels. 
Additional  limitations  for  bulk  zone  rate 
and  bound  printed  matter  are  contained 
in  722.21  and  723.1. 

752  How  to  Compute  the  Size  of  a 
Parcel 

752.1  Measurement.  Compute  the  size 
of  a  parcel  as  follows  (see  Exhibit  752): 

a.  Measure  the  longest  side, 

b.  Measure  distance  around  the  parcel 
at  its  thickest  part  (girth). 

c.  Add  both  measurements. 

752.2  Two  or  More  Packages.  Two  or 
more  packages  may  be  mailed  as  a 
single  parcel  if  they  are  about  the  same 
size  or  shape  or  if  they  are  parts  of  one 
article.  They  must  be  securely  wrapped 
or  fastened  together  and  must  not, 
together,  exceed  the  weight  or  size 
limits. 


16  ounces  or 
more  tout  toot 
e  xcecdiiig 

Length  and 
girth  must 
not  exceed 

a.  Parcels  Mailed  Between  Post  Offices 

With  9S0  or  More  Revenue  Units 

ParuMs  mailed  at  these  post  ollkes  in  the  48  ,oiiiiguuus 

4(1  pounds 

84  inches 

States  of  the  United  States  addressed  for  delivers  al  the  same 
iifltue  or  to  another  such  post  offue  in  ihe  48  eoiiii^uous 
States.  (Sec  exceptions  in  1  35.31  h.l 

to.  Ail  Other  Percels 

Parcels  mailed  ut  or  to 

■I  I  I  Any  post  office  with  944  or  less  revenue  units— . 

7(1  p<iuntis 

1  (H)  inches 

(2)  Any  rural  or  star  route  at  any  posl  olliie . - 

— dw — 

do. 

1  (31  Any  Army,  Air  f  orce  or  1  Ictl  posl  olliee.  (See  126  lor 

certain  esceptions.) . . . . - 

---do . 

•  do. 

(4|  Any  post  ottice  in  Ala.ska  or  Hawaii . . - 

do. 

(51  Any  post  office  in  the  ('oiiimonwcalih  o!  Puerto  Kieo - 

. Uv» . 

do. 

(61  Any  post  office  in  a  Territory  or  Possession  ol  the  Uniled 
States,  including  the  Canal  Zone  and  Irtisi  lerritory  ol 
the  Pacific  Islands.  (Sec  1  1  2.1 

- Jv* - 

do. 

(7)  Any  post  office  when  contents  ol  paieel  eoiisisis  ol  baby 
poultry,  nursery  slock,  agricultural  coniinodiiies.  tiooks. 

1  hiaille  writers  and  other  appliances  lor  ilie  blind,  and 

iitliei  Items  listed  in  135.13  and  135  14.  (The  leiin  agn 
cultural  a>mmiKiilus  mcliides  any  product  grown  or  pro¬ 
duced  incident  to  an  agricultural  activity  on  a  laiin  or  ill  a 
ifardeii,  orciiard,  nursery,  or  loresl,  bu!  does  not  include 
articles  iiiaiiutac lured  or  processed  Iroin  these  coiiiniod 
itk'S.') 

fS)  Any  post  Ollicc.  lor  otficial  mail  ol  1  edeial  agencies 

. do . 

do. 

mailed  under  Ihe  Postage  and  1  ees  Paid  induct  oi  as  pre¬ 
paid  Governineiil  mall  (see  137.1  lor  Irjnked  maill. 

1 

Exhibit  751— Weight  and  Size  Limits 
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760  Preparation  Requirements 

761  General  Requirements 

761.1  Addressing 

.11  The  address  on  all  fourth-class 
matter  mailed  at  bulk  parcel  post,  bound 
printed  matter,  library,  and  special 
fourth-class  rates  must  contain  a 
complete  ZIP  Code. 

.12  The  return  address  of  the  sender 
must  be  shown  on  all  fourth-class  mail. 

761.2  Sealing.  Fourth-class  mail  must 
be  wrapped  or  packaged  so  that  it  can 
be  easily  examined.  Fourth-class  mail  is 
not  sealed  against  inspection.  Mailing  at 
the  fourth-class  rates  of  postage  is 
consent  by  the  sender  to  postal 
inspection  of  the  contents  whether  or 
not  the  mail  piece  is  secured.  To  assure 
that  their  parcels  will  not  be  opened  for 
postal  inspection,  customers  should,  in 
addition  to  paying  the  first-class  rate  of 
postage,  plainly  mark  their  parcels  First- 
Class  or  use  a  similar  endorsement. 

762  Preparation  of  Bulk  Parcel  Post 

762.1  Marking.  The  words  Fourth- 
Class  Bulk  Rates  or  Fourth-Class  Blk. 

Rt.  must  be  incorporated  as  part  of  the 
permit  indicia  or  be  printed  or  rubber 
stamped  above  the  address  and  to  the 
left  or  below  the  permit  imprint. 

762.2  Separation.  The  mailer  must 
separate  mailing  pieces  by  parcel  post 
zones  so  that  postage  may  be  verified. 
This  requirement  may  be  waived  if  the 
mailer  can  demonstrate  that  records  are 
maintained  to  enable  the  Postal  Service 
to  accurately  verify  and  audit  mailings 
of  fourth-class  bulk  rate  parcels.  The 
Director,  Office  of  Mail  Classification, 
Rates  and  Classification  Department, 
USPS  Headquarters,  must  specifically 
approve  systems  for  the  acceptance  of 
such  mailings. 

763  Preparation  of  Bound  Printed 
Matter 

763.1  Markings  Required.  The  words 
Bound  Printed  Matter  must  be 
incorporated  as  part  of  the  permit 
indicia  or  be  printed  or  rubber  stamped 
above  the  address  and  to  the  left  or 
below  the  permit  indicia.  Mailings  under 
the  bulk  rates  in  711.2  must  also  be 
marked  Bulk  Rate  or  Blk.  Rt. 

763.2  Recommended  Separations.  In 
addition  to  the  separations  required  in 

762.2  it  is  recommended  that  mailers 
separate  the  pieces  to  the  finest  extent 
possible,  in  the  manner  prescribed  by 
663  for  third-class  bulk  rate  mailings. 

763.3  Required  Separation  for  Bulk 
Mailings.  Mailers  must  separate  mailing 
pieces  by  parcel  post  zones  so  that 
postage  may  be  verified.  Mail  for  each 
parcel  post  zone  must  be  further 


separated  and  placed  in  sacks  by  cities 
or  States  of  destination  in  each  instance 
where  there  are  10  or  more  pieces  for 
the  same  post  office  or  State,  or  where  5 
or  more  catalogs  have  a  combined 
weight  of  10  or  more  pounds.  No.  3  sacks 
must  be  used  except  when  greater 
volume  requires  the  use  of  No.  2  sacks. 
When  there  is  insufficient  volume  for  a 
direct  sack  or  a  State  sack,  combine  the 
pieces  in  sacks  for  mixed  States  by 
parcel  post  zones.  Label  each  sack  to 
include  parcel  post  zone  separation  and 
destination.  The  total  weight  of  pieces 
placed  in  one  sack  must  not  exceed  70 
pounds. 

763.4  Optional  Handling  of  Bulk 
Mailings.  At  the  option  of  the  mailer, 
address  labels  and  unaddressed  pieces 
weighing  in  excess  of  2  pounds,  which 
are  addressed  for  delivery  only  in  the 
mailer’s  local  parcel  post  zones,  may  be 
mailed  separately  for  local  delivery  at 
the  office  of  mailing,  subject  to  all  of  the 
following  conditions: 

a.  The  address  labels,  which  may  not 
measure  less  than  3  Vs  by  5  inches,  must 
show  the  full  name,  address,  and  ZIP 
Code  of  the  sender  and  addressee  and 
must  be  sorted  by  the  mailer  to  the 
fourth  and  fifth  digit  of  the  ZIP  Code. 

b.  Postage  must  be  paid  by  permit 
imprints  for  each  label,  including  labels 
returned  as  undeliverable.  The  imprint 
may  be  placed  on  the  pieces  or  on  the 
label  (see  145). 

c.  The  mailer  must  submit  a 
completed  Form  3605,  Statement  of 
Mailing-Bulk  Zone  Rates,  with  each 
mailing. 

d.  The  total  weight  of  pieces  placed  in 
a  sack,  carton,  crate,  or  any  other  type 
of  container  must  not  exceed  70  pounds. 

e.  The  mailer  must  send  the  address 
labels  to  the  postmaster  at  the  delivery 
office. 

/.  Address  labels  bearing  incorrect, 
nonexistent,  or  otherwise  undeliverable 
addresses  are  corrected  or  endorsed  to 
show  why  they  are  undeliverable  and 
returned  to  the  mailer.  Each  envelope  is 
rated  with  postage  due  at  the  address 
correction  fee  (see  712.2)  for  each 
address  label  contained  jn  the  envelope. 
At  the  request  of  the  mailer,  the 
postmaster  will  notify  the  mailer  (at  the 
mailer’s  expense  and  by  any  reasonable 
means  specified  by  the  mailer  and 
approved  by  the  postmaster)  of  the 
number  of  address  labels  being 
returned.  The  request  for  notification 
must  accompany  the  labels.  Correctly 
addressed  labels  will  be  held  awaiting 
arrival  of  the  pieces. 

g.  The  mail  pieces  must  be  deposited 
at  the  acceptance  point  designated  by 
the  postmaster.  If  the  number  of  pieces 


deposited  is  less  than  the  number  of 
address  labels  provided,  the  postmaster 
must  immediately  notify  the  sender,  or  a 
designated  representative  or  agent,  of 
the  number  of  pieces  required  to 
complete  the  delivery.  If  the  additional 
pieces  are  not  delivered  to  the  post 
office  within  15  days,  the  excess  address 
labels  will  be  returned  to  the  mailer  at 
the  third-class  single  piece  rate  (see 
611.1).  If  the  number  of  pieces  deposited 
exceeds  the  number  of  address  labels 
provided,  the  postmaster  must  notify  the 
sender  of  the  number  of  excess  pieces. 
However,  delivery  will  not  be  delayed. 

As  soon  as  deliveries  are  completed,  the 
postmaster  will  notify  the  sender  of  the 
number  of  any  excess  pieces  remaining. 
The  mailer  may  call  for  the  excess 
pieces  without  charge.  Any  excess 
pieces  not  called  for  within  15  days  will 
be  returned  to  sender  with  postage  due 
at  the  single  piece  bound  printed  matter 
rate. 

763.5  Bundling  Instead  of  Sacking 

.51  Regional  Authorization 

.511  The  Regional  Postmaster 
General  for  the  post  office  of  mailing 
may  authorize  the  preparation  of  bound 
printed  matter  in  bundles  outside  of  mail 
sacks  if  such  preparation  is  beneHcial  to 
the  Postal  Service.  The  mailer  must 
submit  an  application  to  prepare  mail  in 
bundles  instead  of  sacks  to  the 
postmaster  where  the  mail  is  to  be 
deposited.  The  following  information 
must  be  furnished  with  the  application; 

a.  Name  and  frequency  of  mailing; 

b.  Identity  of  post  offices  to  which 
shipments  will  be  made;  and 

c.  Approximate  quantity  of  pieces  and 
number  of  bundles  to  each  office. 

.512  The  postmaster  will  forward  the 
application  to  the  Regional  Postmaster 
General  with  a  detailed  explanation  of 
the  transportation  and  processing 
arrangements.  The  application  will  be 
reviewed  by  the  General  Manager, 
Logistics  Division  and  by  others 
concerned,  in  his  region  and  in  any  other 
region  which  will  process  the  mail  in 
order  to  determine  whether  intermediate 
or  destination  offices  are  capable  of 
receiving  and  processing  the  bundles 
without  increasing  overall  processing 
costs.  The  Regional  Postmaster  General 
will  notify  the  postmaster  whether  the 
application  has  been  approved  or,  if  not. 
the  reason  for  denial.  The  postmaster 
will  send  notice  of  the  decision  to  the 
mailer. 

.52  Bundling  Requirements.  Mailers 
bundling  instead  of  sacking  pieces  must 
observe  the  following  procedures; 

a.  Presorted  by  ZIP  Code.  Bound 
printed  matter  must  be  presorted  in  5- 
digit  ZIP-Coded  bundles.  When  there 
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are  insufficient  pieces  for  a  direct  5-digit 
bundle,  the  pieces  must  be  presorted  in 
3-digit  ZIP  Coded  bundles.  All  pieces 
which  are  not  made  up  into  5-digit  and 
3-digit  ZIP  Coded  bundles  must  be 
sacked  and  appropriately  labeled. 

b.  Securing  and  Labeling.  All  bundles 
must  be  secured  with  a  two-way  tie 
(plastic  straps  or  other  strong  tying 
material).  The  bundles  must  have  red 
label  D,  yellow  label  C,  or  green  label  3 
affixed  to  appropriately  identify  them  as 
either  5-digit  ZIP  Code  delivery  unit, 
mixed  city,  or  SCF  bundles. 

c.  Loaded  Sequentially.  Trailers  of  5- 
dig  and  3-digit  ZIP  Coded  bundles  must 
be  sequentially  loaded  with  dividers 
(plastic  or  paper)  placed  between  each 
different  3-digit  ZIP  Coded  destination. 

d.  Loading  Diagram.  Each  trailer  must 
carry  a  loading  diagram  detailing  the 
ZIP  Codes  and  destinations  aboard  and 
the  sequence  in  which  they  are  to  be 
unloaded. 

763.6  Palletizing  Instead  of  Sacking 

.61  Regional  Authorization.  The 
Regional  Postmaster  General  for  the 
post  office  of  mailing  may  authorize  the 
dispatch  of  bound  printed  matter  on 
pallets  without  mail  sacks,  if  such 
preparation  is  beneficial  to  the  Postal 
Service.  Applications  for  palletizing 
instead  of  sacking  will  be  made  and 
processed  as  prescribed  in  763.51. 

.62  Palletizing  Requirements.  Mailers 
palletizing  instead  of  sacking  bound 
printed  matter  must  observe  the 
following  procedures: 

a.  Mailers  must  presort  bound  printed 
matter  and  prepare  5-digit,  3-digit,  and 
State  packages  according  to  the 
minimum  sack  requirements  of  763.3. 

The  Regional  Postmaster  General  may 
waive  packaging  requirements  for  5-digit 
pallets  when  mailers  effectively 
demonstrate  that  they  will  prepare 
pallets  to  remain  intact  to  the 
destination. 

b.  Pallets  must  be  made  up  as  5-digit, 
3-digit  ZIP  Code  pallets,  and  State 
pallets  when  the  mail  load  to  a 
destination  is  either  650  pounds  or  three 
feet  high.  Pallets  must  not  contain  more 
than  2,000  pounds  of  mail  or  mail 
addressed  to  more  than  one  zone. 

c.  Labels  must  be  at  least  five  inches 
by  nine  inches  in  size  with  characters  at 
least  one  inch  high. 

764  Preparation  of  Special  Fourth- 
Class  Presort  Rate  Mail 

764.1  Markings  Required.  The 
appropriate  identification  statement 
prescribed  by  724.1  must  appear  on  the 
address  side  of  each  piece,  preceded  by 
the  word  PRESORTED. 


764.2  Sack  Labeling  Requirements 

.21  General.  Sacks  must  be  labeled 
in  accordance  with  the  criteria  in  724.22 
as  illustrated  in  the  samples  shown  in 
764.22  through  764.24. 

.22  Level  A  Presort  Rate  Mailings 

a.  Regular  parcels,  5-digit  destination 
Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  MACH 

FR  I  COMPANY  BOSTON  MA 

b.  Irregular  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  IRREG 

FR  ]  COMPANY  BOSTON  MA 
.23  Level  B  Presort  Rate  Mailings 
Mailed  Under  724.223b 

a.  Machinable  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4CMACH  . 

FR  J  COMPANY  BOSTON  MA 

b.  Machinable  parcels,  3-digit 
destination 

Line  1:  BMC,  State,  BMC  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

BMC  PITTSBURGH  PA  152 
4C  MACH 

FR  J  COMPANY  BOSTON  MA 

c.  Irregular  parcels — not  applicable 

.24  All  Other  Level  B  Presort  Rate 
Mailings 

a.  Machinable  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  MACH 

FR  J  COMPANY  BOSTON  MA 

b.  Machinable  parcels,  3-digit 
destination 

Line  1:  BMC,  State,  BMC  Code 
Line  2:  Class,  Contents,  3-Digit  ZIP 
Code  Prefix  of  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

BMC  PITTSBURGH  PA  152 

4C  MACH  ALL  441 

FR  J  COMPANY  BOSTON  MA 


Or 

BMC  PITTSBURGH  PA  152 

4C  MACH  ALL  440 

FR  J  COMPANY  BOSTON  MA 

c.  Irregular  parcels,  5-digit  destination 
Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  IRREG 

FR  J  COMPAQ  BOSTON  MA 

d.  Irregular  parcels,  3-digit 
destination 

Line  1:  City,  State,  3-Digit  ZIP  Code 
Prefix 

Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 

Sample: 

CLEVELAND  OH  441 
4C  IRREG 

FR  J  COMPANY  BOSTON  MA 
Or 

SCF  CLEVELAND  OH  440 
4C  IRREG 

FR  J  COMPANY  BOSTON  MA 

764.3  Container  or  Pallet  Labeling 

.31  General.  Containers  and  pallets 
must  be  labeled  by  mailers  in 
accordance  with  the  criteria  in  128  as 
illustrated  in  the  samples  shown  in 
764.32  through  764.34. 

.32  Level  A  Presort  Rate  Mailings 

a.  Machinable  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  MACH 

FR  J  COMPANY  BOSTON  MA 

b.  Irregular  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  IRREG 

FR  J  COMPANY  BOSTON  MA 

c.  Outside  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVEIJVND  OH  44101 
4C  OUTS 

FR  J  COMPANY  BOSTON  MA 
.33  Level  B  Presort  Rate  Mailings 
Mailed  Under  724.223b 


39848 


Federal  Register  /  Vol.  44.  No.  131  /  Friday.  July  6.  1979  /  Rules  and  Regulations 


a.  Machinable  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3;  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  MACH 

FR I  COMPANY  BOSTON  MA 

b.  Machinable  parcels,  BMC 
destination 

Line  1:  BMC,  State,  BMC  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

BMC  PITTSBURGH  PA  152 
4C  MACH 

FR  J  COMPANY  BOSTON  MA 

c.  Irregular  parcels — not  applicable 

d.  Outside  parcels — not  applicable 

.34  All  Other  Level  B  Presort  Rate 
Mailings 

a.  Machinable  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  MACH 

FR  I  COMPANY  BOSTON  MA 

b.  Machinable  parcels.  3-digit 
destination 

Line  1:  BMC,  State,  BMC  Code 
Line  2:  Class,  Contents,  3-Digit  ZIP 
Code  Prefix  of  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

BMC  PITTSBURGH  PA  152 

4C  MACH  ALL  441 

FR  J  COMPANY  BOSTON  MA 

Or 

BMC  PITTSBURGH  PA  152 

4C  MACH  ALL  440 

FR  J  COMPANY  BOSTON  MA 

c.  Irregular  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Prefix 

Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 

Sample: 

CLEVELAND  OH  44101 
4C  IRREG 

FR  I  COMPANY  BOSTON  MA 

d.  Irregular  parcels,  3-digit 
destination 

Line  1:  City,  State,  3-Digit  ZIP  Code 
Prefix 

Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 

Sample: 

CLEVELAND  OH  441 
4C  IRREG 


FR  I  COMPANY  BOSTON  MA 
Or 

SCF  CLEVELAND  OH  440 
4C  IRREG 

FR  I  COMPANY  BOSTON  MA 

e.  Outside  parcels,  5-digit 
destination 

Line  1:  City,  State,  5-Digit  ZIP  Code 
Line  2:  Class,  Contents 
Line  3:  Mailer,  Mailer  Location 
Sample: 

CLEVELAND  OH  44101 
4C  OUTS 

FR  I  COMPANY  BOSTON  MA 
/.  Outside  parcels,  3-digit 
destination 

Line  1:  City,  State,  3-Digit  ZIP  Code 
Prefix 

Line  2:  Class,  Contents 

Line  3:  Mailer,  Mailer  Location 

Sample: 

CLEVELAND  OH  441 
4C  OUTS 

FR  I  COMPANY  BOSTON  MA 
Or 

SCF  CLEVELAND  OH  440 
4C  OUTS 

FR  J  COMPANY  BOSTON  MA 

765  Preparation  of  Library  Rate 
Materials 

When  5,000  or  more  pieces  of 
identical  weight  are  mailed  at  the 
library  rates  (see  711.4)  during  a  single 
day,  and  there  are  enough  pieces  for  the 
same  destination  to  be  approximately 
1,000  cubic  inches  in  volume,  they  must 
be  presorted  and  placed  in  sacks  under 
the  instructions  contained  in  663.  When 
1,000  or  more  but  less  than  5,000 
identical  pieces  are  mailed  at  these 
rates  during  a  single  day,  and  there  are 
enough  pieces  for  the  same  destination 
to  be  approximately  1,000  cubic  inches 
in  volume,  they  must  be  presorted  and 
placed  in  sacks  under  the  instructions 
contained  in  663. 

770  Mailing 

771  Single  Piece  Rates 

Articles  mailed  at  single  piece  fourth- 
class  rates  must  be  mailed  at  a  time  and 
place  specified  by  the  postmaster  at  the 
post  ofHce  of  mailing. 

772  Bulk  or  Presort  Rates 

Mailings  at  bulk  or  special  fourth- 
class  presort  rates  must  be  made  at  a 
time  and  facility  specified  by  the 
postmaster  of  the  office  of  mailing. 
Mailings  will  be  verified  at  the  post 
office  of  acceptance  to  establish  that 
they  are  properly  prepared  and 


presorted  and  qualify  for  the  bulk  or 
presort  rate. 

773  Parcels  Exceeding  Size  or  Weight 
Limits 

Parcels  exceeding  the  limits  of  size  or 
weight  for  articles  mailed  at  post  offices 
with  950  or  more  revenue  units  (see 
Exhibit  751]  that  originate  and  are 
prepared  in  cities  or  towns  served  by 
such  post  offices  may  not  be  diverted  to 
other  post  offices  or  to  a  rural  or 
highway  contract  carrier  for  mailing. 

760  Payment  of  Postage 

781  Single  Piece  Mailings 

Mailers  of  articles  at  single  piece  rates 
may  use  any  method  of  paying  postage. 

782  Bulk  Rate  Mailings 

Mailers  of  fourth-class  matter  at  bulk 
rates  must  pay  postage  by  permit 
imprint  or  meter  stamps  and  shall 
complete  and  submit  a  Form  3602. 
Statement  of  Mailing  with  Permit 
Imprints,  or  Form  3602-PC,  Statement  of 
Mailing-Bulk  Rates  or  Form  3605, 
Statement  of  Mailing-Bulk  Zone  Rates, 
as  appropriate,  with  each  mailing. 

790  Ancillary  Services 

791  Forwarding  and  Return 

Undeliverable  fourth-class  mail 
bearing  the  words  Forwarding  and 
Return  Postage  Guaranteed  is 
forwarded  when  the  new  address  is 
known.  Forwarding  postage  will  be 
collected  from  the  addressee.  If  the 
addressee  refuses  to  pay  the  forwarding 
postage,  the  piece  will  be  returned  to  the 
sender  who  must  pay  both  forwarding 
and  return  postage.  The  single  piece 
rates  and  conditions  are  applicable  to 
forwarding  and  returning  of  parcels 
mailed  at  single  piece,  presort,  and  bulk 
rates.  If  the  piece  cannot  be  forwarded 
because  the  new  address  is  not  known, 
it  will  be  given  the  Return  Postage 
Guaranteed  service  (see  792). 

792  Return 

792.1  Pieces  Bearing  Return 
Instructions.  Undeliverable  fourth-class 
mail  having  obvious  value  or  bearing  the 
words  Return  Postage  Guaranteed  If 
Undeliverable  will  be  returned  to  the 
sender,  or  to  the  person  designated  by 
the  sender.  The  piece  is  not  endorsed 
with  the  addressee's  new  address  or  the 
reason  why  the  piece  is  undeliverable  as 
addressed. 

792.2  Pieces  Bearing  a  Meter  Stamp. 
When  fourth-class  mail  of  obvious  value 
bearing  a  postage  meter  stamp  of  a 
private  meter  user  is  received 
unaddressed  and  without  return 
address,  and  delivery  cannot  be  made. 
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the  piece  must  be  returned  to  the  post 
office  of  mailing.  The  office  of  mailing 
will  deliver  the  piece  to  the  meter 
licensee  on  payment  of  the  return 
postage.  '' 

792.3  Rates  and  Conditions.  The 
following  rates  and  conditions  apply  to 
the  transmission  of  fourth-class  mail 
between  the  returning  office  and  the 
office  to  which  the  piece  is  returned: 

a.  When  articles  prepaid  at  the  single 
piece  bound  printed  matter,  special 
fourth-class,  or  library  rates  are 
returned,  the  return  charge  will  be 
computed  at  the  same  rate. 

b.  When  articles  prepaid  at  the  special 
fourth-class  presort  rates  are  returned, 
postage  is  computed  at  single  piece 
rates. 

793  Address  Correction 

The  addressee’s  new  address,  or  the 
reason  why  a  fourth-class  mailing  piece 
is  undeliverable  if  the  new  address  is 
not  known,  may  be  obtained  by  the 
sender  either  independently  of,  or  in 
combination  with  the  return  and 
forwarding  services  provided  by  791  and 
792.  To  obtain  these  services,  the 
mailing  piece  must  bear  the  words: 
Address  Correction  Requested,  or 
Address  Correction  Requested  Return 
Postage  Guaranteed,  or  Address 
Correction  Requested  Forwarding  and 
Return  Postage  Guaranteed,  according 
to  the  service  desired.  The  following 
conditions  govern  these  services: 

o.  When  a  piece  bears  the  words: 
Address  Correction  Requested,  Form 
3579,  undeliverable  2d,  3d,  4th  or 
Controlled  Circulation  Matter,  or  a 
central-markup  label  is  used  to  notify 
the  sender  for  a  fee  (see  712.2),  Form 
3579  or  central-markup  label  and  the  old 
address  portion  of  the  mailing  piece  will 
be  prepared  for  mailing  to  the  sender  in 
an  envelope,  in  the  same  manner  that 
address  correction  notices  are  prepared 
for  mailing  to  second-class  and 
controlled  circulation  publications. 
Exception:  When  address  labels  are 
affixed  to  plastic  wrappers,  or  a  window 
address  format  is  used  on  a  mailing 
piece,  making  compliance  with  the 
foregoing  instruction  difficult,  Form 
3547,  Notice  to  Mailer  of  Correction  in 
Address,  will  be  substituted  to  provide 
the  requested  information. 

b.  If  a  piece  bearing  the  words 
Address  Correction  Requested  Return 
Postage  Guaranteed  or  Address 
Gorrection  Requested  Forwarding  and 
Return  Postage  Guaranteed  must  be 
returned  to  the  sender  by  the  post  office 
of  original  address  because  the  piece 
cannot  be  forwarded,  then  Form  3579  or 
central-markup  label  is  affixed  to  the 
piece,  and  it  is  returned  to  the  sender  for 


a  fee  (see  712.2]  plus  the  applicable 
single  piece  fourth-class  postage  for  the 
piece. 

c.  If  a  piece  bearing  the  words 
Address  Correction  Requested,  Address 
Correction  Requested  Return  Postage 
Guaranteed,  or  Address  Correction 
Requested  Forwarding  and  Return 
Postage  Guaranteed,  is  forwarded  to  the 
addressee  in  compliance  with  either  the 
sender's  or  addressee’s  guarantee  to  pay 
forwarding  postage  (159.212,  .231),  then 
Form  3547  is  used  by  the  forwarding 
post  office  to  furnish  the  sender  with  the 
new  address  for  a  fee  (see  712.2). 

794  No  Service  Requested 

If  the  services  described  in  791,  792,  or 
793  are  not  requested  by  the  mailer,  and 
the  piece  is  undeliverable  as  addressed, 
and  the  period  for  forwarding  has 
expired  (159.2),  then  the  Postal  Service 
will  treat  the  piece  as  dead  mail. 

CHAPHR  8  [RESERVED] 

CHAPTER  9— SPECIAL  SERVICES 

910  Special  Mail  Services 

911  Registered  Mail 

911.1  Description 

.11  Purpose.  The  registered  mail 
system  is  designed  to  provide  added 
protection  for  valuable  and  important 
mail.  Indemnity  is  provided  for  mail  that 
is  registered  in  case  of  loss  or  damage. 
Registered  mail  is  the  most  secure 
service  the  Postal  Service  offers.  It 
incorporates  a  system  of  receipts  to 
monitor  the  mail’s  movement  from  the 
point  of  acceptance  to  delivery. 

911.2  Fees  and  Liability 
***** 

.22  Paymient  of  Fees  and  Postage. 
The  fee  and  postage  may  be  paid  by 
ordinary  postage  stamps,  meter  stamps, 
or  by  permit  imprints.  The  fee  and 
postage  on  official  mail  of  Federal 
Government  agencies  and  departments 
are  collected  under  the  reimbursement 
procedures  in  137.21. 
***** 

.251  Value.  The  sender  must  tell  the 
postal  clerk  (or  enter  on  the  firm  mailing 
bill  if  a  firm  mailer]  the  FULL  value  of 
mail  matter  presented  for  registration. 
The  fact  that  private  insurance  may  be 
carried  on  registered  mail  does  not 
modify  the  requirements  for  declaring 
the  full  value.  No  indemnity  will  be  paid 
for  any  matter  on  which  the  full  value  is 
not  declared. 

911.3  Preparation  for  Mailing 
***** 

.39  Withdrawal  or  Recall 


.391  Conditions.  The  sender  may 
withdraw  or  recall  registered  mail 
without  charge  before  its  delivery,  under 
the  following  conditions: 

a.  By  writing  on  the  receipt 
Withdrawn  before  dispatch  and  signing 
and  surrendering  the  receipt. 

b.  By  filing  a  written  rquest  for  its 
return  after  dispatch  at  the  post  office 
where  the  article  was  mailed,  giving 
names  and  addresses  of  sender  and 
addressee,  the  registry  number,  and  date 
of  mailing.  The  sender  must  pay  for  any 
telegrams  or  telephone  calls. 

.392  Remailing.  If  remailed,  the 
article  must  be  under  a  new  cover,  and 
bear  new  postage  and  fees. 

912  CertiHed  Mail 

913  Insured  Mail 

913.1  Description 

.11  Purpose.  Insured  mail  provides 
indemnity  coverage  for  an  article  which 
is  lost,  rifled,  or  damaged.  No  record  of 
insured  mail  is  kept  at  the  office  of 
mailing.  Return  receipt  and  restricted 
delivery  services  are  available  upon 
payment  of  the  prescribed  fees  (see  932 
and  933).  Insured  mail  is  dispatched  and 
handled  in  transit  as  ordinary  mail. 

914  Collect  on  Delivery  Mail 

914.1  Description 
***** 

.172  Alteration  of  COD  Charges  or 
Designation  of  New  Addressee.  The 
sender  of  a  COD  package  may  alter  the 
COD  charges  or  direct  delivery  to  a  new 
addressee  by  filing  a  request  with  the 
postmaster  at  the  office  of  mailing  on 
Form  3818.  Authorization  to  Change 
COD  Charges  or  Addressee  and  paying 
the  fee  listed  for  the  service  in  914.21. 
The  postmaster  will  send  the  directions 
to.  the  office  of  delivery  by  telegram  or 
telephone  if  the  sender  pays  the  costs. 

915  Special  Delivery 

915.1  Description.  Mail  that  has  special 
delivery  service  will  be  given  expedited 
delivery  when  it  is  received  at  the  office 
of  address  if  it  falls  into  any  of  the 
delivery  situations  listed  in  915.2. 

915.2  Points  of  Delivery.  Special 
delivery  mail  is  given  immediate 
delivery  at  the  office  of  address  during 
prescribed  hours  to: 

a.  Points  within  a  radius  of  1  mile  of 
any  post  office,  station,  or  branch 
(except  contract  and  rural  stations  and 
branches). 

b.  Points  within  the  city  delivery  limits 
of  any  post  office  having  this  service. 
These  conditions  apply  to  customers  of 
rural  routes  residing  within  the  1-mile 
limitation. 
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c.  Residences  on  rural  routes  if  the 
road  is  passable  and  is  located  within 
one-half  mile  of  rural  route;  otherwise, 
mail  is  left  in  the  box.  Delivery  will  be 
made  by  carrier  on  his  regular  trip. 

d.  Customers  of  nonpersonnel  rural 
units  if  their  residence  is  within  one-half 
mile  of  the  imit  and  if  the  road  leading 
to  it  is  passable.  Otherwise,  mail  is  left 
in  customer’s  box  at  the  unit. 

e.  Points  within  one-half  mile  of  a 
highway  contract  route  by  the  route 
carrier  who  may  make  such  delivery  on 
his  regular  trip  if  the  deviation  from  his 
regular  route  will  not  delay  him  in 
meeting  schedule  requirements. 

/.  Boxes  erected  on  the  city  delivery 
boundary  line  and  if  customer  Uves  no 
more  than  3  blocks  beyond  and  there  is 
a  passable  walk  or  street  to  the 
residence.  If  there  is  no  passable  walk 
or  street,  the  article  will  be  left  in  the 
box  if  the  box  can  accommodate  it. 
Otherwise,  a  notice  wilt  be  left  in  the 
box. 

g.  If  delivery  cannot  be  made  under 
any  of  the  provisions  of  a  through  /,  the 
article  will  be  delivered  as  ordinary 
mail. 

916  Special  Handling 

917  Business  Reply 

917.1  Description.  Business  reply 
service  enables  mailers  to  receive  mail 
back  from  individuals  by  paying  postage 
and  fees  on  only  the  mail  that  is 
returned  to  them  from  their  original 
mailings.  Postage  and  fees  for  such  mail 
are  collected  at  the  post  office  to  which 
the  business  reply  mail  is  addressed 
before  it  is  delivered  to  the  original 
distributor.  Specially  printed  business 
reply  cards,  envelopes,  cartons,  and 
labels  are  distributed  by  mailers  for  use 
in  sending  mail  to  the  distributor 
without  prepayment  of  postage. 

918  Parcel  Airlift 

918.1  Definition.  Parcel  airlift  service 
(PAL)  provides  for  air  transportation  of 
parcels  on  a  space  available  basis  to  or 
from  military  post  offices  outside  the 
contiguous  48  states. 

918.2  Description  of  Service.  PAL  is 
available  for  mail  sent  either  third-  or 
fourth-class  which  is  mailed  at  or 
addressed  to  any  overseas  military  post 
office  outside  the  48  contiguous  states. 
PAL  parcels  are  entitled  to  space 
available  air  transportation,  from  the 
post  office  of  origin  to  the  appropriate 
port  of  embarkation  for  onward  dispatch 
to  the  overseas  military  post  office  or 
from  the  port  of  embarkation  for  onward 
dispatch  to  a  post  office  within  the  48 
contiguous  states. 


918.3  Physical  Limitations.  Any  parcel 
not  exceeding  30  pounds  in  weight  or  60 
inches  in  length  and  girth  combined. 

918.4  Fees.  The  PAL  fee  is  25^  for 
parcels  weighing  2  pounds  or  less;  50$ 
for  parcels  weighing  over  2  pounds  and 
not  exceeding  3  pounds;  75$  for  parcels 
weighing  over  3  pounds  and  not 
exceeding  4  pounds;  and  $1.00  for 
parcels  weighing  over  4  pounds. 

918.5  Marking.  PAL  parcels  must  be 
marked  with  the  large  letters  PAL  on  the 
address  side,  preferably  below  the 
postage  and  above  the  name  of  the 
addressee.  Postal  employees  will  place 
these  letters  on  all  such  parcels  at  the 
time  of  acceptance. 

920  [Reserved] 

930  Supplemental  Mail  Services 

931  Certificates  of  Mailing 

932  Return  Receipts 

932.1  Purpose.  Return  receipts  furnish 
the  mailer  with  evidence  of  delivery. 

The  fee  paid  for  a  return  receipt  does 
not  insure  the  article  against  loss  or 
damage.  Return  receipts  may  be 
obtained  for  mail  which  is  sent  COD,  is 
insured  for  more  than  $15.00,  or  which  is 
registered  or  certified.  The  return  receipt 
is  returned  by  mail  by  the  Postal  Service 
to  the  mailer  after  the  article  is 
delivered  to  the  addressee.  For 
international  return  receipts,  see  450  of 
Publication  42,  International  Mail. 

933  Restricted  Delivery 

940  Nonmail  Services 

941  Money  Orders 

941.1  Issuance 

*  ★  *  *  * 

.12  Amounts,  Fees,  and  Payments 
.121  Amounts.  The  maximum' 
amount  for  a  single  money  order  is  $400. 
There  is  no  limitation  on  the  number  of 
orders  that  may  be  purchased  at  one 
.  time.  Exception:  The  Postal  Service  may 
impose  temporary  restrictions. 

.122  Fees 

a.  The  fee  for  a  postal  military  money 
order  is  20$.  They  are  issued  by  military 
facilities  authorized  by  the  Department 
of  Defense. 

b.  Fees  for  domestic  money  orders 
issued  at  other  post  offices  including 
those  with  branches  or  stations  on 
military  installations  are  as  follows; 

Amount  of  money  order  Amount  of  tee. 

domestic 


$0.01  to  $10 .  SO  56 

$10.01  to  $50 .  0.80 

$50.01  to  $400 .  1.10 


.123  Payment.  Money  orders  must  be 
paid  for  in  U.S.  currency,  coins  (in  any 


amount),  or,  established  traveller’s 
checks  payable  in  U.S.  dollars. 

*  *  *  «  "  * 

.34  Payment  to  Other  Than  Payee 

.341  Transfer  of  Money  Order 

a.  By  Payee.  Only  the  payee  of  a 
money  order  may  endorse  it  to  any  other 
person  or  firm. 

b.  On  Power  of  Attorney.  A  person 
with  power  of  attorney  may  cash  money 
orders  in  behalf  of  the  payee  who  gave 
him  that  authority.  A  copy  of  the  power 
of  attorney  must  be  filed  at  the  office  of 
payment. 

c.  On  Separate  Written  Order.  A 
payee  may  file  a  separate  written  order 
with  the  post  office  authorizing  payment 
to  another  person.  The  person  must  be 
designated  by  name  as  the  one  to 
receive  payment. 

.342  Upon  Assignment.  When  a 
payee,  such  as  an  individual  or  firm, 
makes  an  assignment,  and  intends  that 
money  orders  be  paid  to  the  assigned 
person,  he  must  file  a  copy  of  a  power  of 
attorney  or  a  written  order  with  the  post 
office,  "rhe  person  designated  to  receive 
payment  must  sign  the  money  order  and 
indicate  below  his  signature  the 
capacity  in  which  he  acts. 

.343  On  Death  of  Payee.  A  money 
order  belonging  to  a  deceased  owner 
may  be  paid  to  the  executor  or 
administrator  of  the  estate  appointed  by 
the  court.  A  certified  copy  of  the 
appointment  as  executor  or 
administrator  must  be  filed  with  the 
local  postmaster.  Payments  will  be 
made  in  accordance  with  the  laws  of  the 
State  of  which  the  deceased  was  a 
resident. 

.344  To  a  Concern  No  Longer  in 
Business.  Money  orders  will  be  paid  to 
the  legal  representative  of  a  firm, 
association,  or  company  that  has  ceased 
to  exist.  Appropriate  documents  proving 
legal  representation  must  be  provided  to 
the  post  office. 

.345  To  a  Committee  or  a  Guardian. 

-  Money  orders  will  not  be  issued  or  paid 
to  a  ward  when  declared  incompetent 
by  a  court.  They  will  be  paid  only  to  the 
committee,  guardian,  or  other  duly 
authorized  person  responsible  for  the 
ward.  Appropriate  proof  of  authority 
must  be  provided  to  the  post  office. 

.346  To  Minors.  A  money  order 
payable  to  a  minor  may  be  paid  to  the 
father  or  mother  as  natural  guardian 
unless  prohibited  by  court  order.  Proof 
of  parenthood  may  be  required. 
***** 

.36  identification  of  Payee.  When 
presenting  a  money  order  for  payment, 
the  payee  must  sign  in  the  presence  of  a 
postal  employee.  If  the  payee  is  not 
personally  known  to  the  postal 
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employee,  the  payee  will  be  required  to 
provide  identification.  Normally 
acceptable  forms  of  identification  are 
drivers  permits,  military  identification 
cards,  or  other  credentials  showing 
signature  of  bearer  and  having  serial 
numbers  or  other  indicia  which  can  be 
traced  to  the  holder.  Social  security 
cards  are  not  acceptable.  The  Postal 
Service  may  refuse  payment  on  any 
money  order  when  the  identity  of  the 
payee  is  not  proven  to  the  satisfaction  of 
the  postal  employee. 

942  Nonpostal  Stamps 

942.1  Migratory-Bird  Hunting  and 
Conser\'ation  Stamps 

.11  Purpose.  Migratory-bird  hunting 
and  conservation  stamps  are  required 
by  federal  law  to  hunt  migratory  birds, 
such  as  ducks,  geese,  etc.  Post  offices 
act  as  agents  of  the  federal  government 
in  selling  these  stamps  to  provide  a 
convenient  location  for  purchasing  them. 

.12  Where  Sold.  Migratory-bird 
hunting  and  conservation  stamps  are 
sold  at  all  post  offices  in  CAG’s  A-G, 
and  at  certain  designated  offices  in 
CAG’s  K  and  L  where  there  is  a  demand 
for  them.  A  current  migratory-bird 
poster  will  be  displayed  in  the  lobby. 

.13  Price.  Migratory-bird  hunting  and 
conservation  stamps  cost  $7.50  each. 

.14  Instructions  on  Administration  of 
Hunting  Laws.  Postal  employees  will 
not  instruct  purchasers  of  migratory- 
bird  hunting  and  conservation  stamps 
on  matters  relating  to  administration  of 
hunting  laws.  Inquiries  should  be 
directed  to  the:  Fish  and  Wildlife 
Service,  Washington,  DC  20240,  or  local 
game  wardens. 

.15  Redemption  from  Public.  Blocks 
composed  of  two  or  more  attached 
unused  stamps,  sold  on  consignment  to 
any  person  but  not  resold,  may  be 
redeemed  at  any  time  on  or  before  the 
last  day  of  the  stamp  year.  Stamps 
validated  by  signature  or  stamps  that 
appear  to  have  been  removed  from  a 
hunting  license  or  identification  card 
will  not  be  accepted. 

943  United  States  Savings  Bonds 

944  Postal  Savings 

943  Mailing  List  Service 

945.1  Correction  of  Mailing  Lists 

.11  Purpose.  Mailing  lists  are  the 
lists  of  individual  occupant  addresses 
and  post  offices  serving  each  address 
where  the  various  organizations  listed  in 
945.12  frequently  send  mail.  The  Postal 
Service,  for  the  specified  charges,  will 
correct  mailing  lists,  arrange  properly- 
submitted  addresses  in  sequence  of 
carrier  delivery,  and  sort  mailing  lists 
for  multi-ZIP  Coded  cities  to  the  proper 


5-digit  ZIP  Code.  Residential  change  of 
address  information  is  available  to 
election  boards  and  registration 
commissions  for  a  fee.  Also,  post  offices 
may  provide  large  volume  mailers  with 
city  and  state  schemes. 

950  Alternate  Delivery  Services 

951  Post  Office  Lockbox  Service 

951.1  Purpose  and  Definition 

.11  Purpose.  All  postal  customers  are 
provided  with  basic  mail  delivery  at  no 
charge.  This  free  service  is  provided  by 
means  of  general  delivery  (see  953)  or 
through  carrier  delivery.  Post  office 
lockboxes  are  a  premium  service  offered 
for  a  fee  to  those  customers  who  require 
more  than  the  basic  free  delivery  service 
but  who  neither  desire  nor  are  required 
to  use  the  caller  service  described  in 
952.  Lockbox  service  is  provided  for  the 
convenience  of  the  public  and  in 
addition  to  available  carrier  delivery, 
general  delivery,  or  caller  service.  It 
affords  privacy  and  permits  customers 
to  obtain  mail  at  their  convenience 
during  the  hours  the  box  lobby  is  open. 

.12  Definition 

.121  Lockbox  service  is  provided 
only  through  the  use  of  post  office 
lockboxes.  The  term  drawer  should  not 
be  used  and  all  boxes  previously 
referred  to  by  that  term  are  to  be 
considered  the  same  as  lockboxes  for  all 
purposes,  including  rental  fees.  The 
terms  lockbox  and  box  are  the  same  for 
purposes  of  these  regulations  and  the 
term  boxholder  is  applied  to  those  who 
use  lockboxes. 

.122  Lockboxes  are  located  only  in 
postal  facilities.  Customers  receive  their 
mail  in  these  boxes  and  may  open  the 
boxes  by  means  of  a  key  or 
combination.  Numbers  are  assigned  to 
the  boxes  and  customers  must  use  their 
assigned  post  office  box  number  in  their 
addresses  immediately  above  the  city, 
state  and  ZIP  Code. 

.123  There  are  five  sizes  of  boxes. 
However,  all  sizes  may  not  be  available 
at  every  facility.  Customers  are  assigned 
a  lockbox  of  a  certain  size  in 
accordance  with  their  needs  as 
determined  by  the  postmaster  and  the 
availability  of  boxes  at  the  facility.  The 
postmaster  may  require  a  customer  to 
rent  a  larger  size  box  if  the  volume  of 
mail  increases  beyond  the  capacity  of 
the  present  box. 

.124  Boxes  without  doors  for 
customer  access,  formerly  identified  as 
Call  Boxes,  will  be  used  only  in 
conjunction  with  general  delivery 
service,  and  no  rent  will  be  charged  for 
their  use. 

.125  Lockbox  service  does  not 
include  alternate  means  of  delivery 


established  to  replace,  simplify,  or 
extend  carrier  delivery  service. 

Examples  are  Vertical  Improved  Mail 
(VIM)  units,  neighborhood  cluster  box 
units,  apartment  house  units,  rural 
nonpersonnel  units,  etc.  Section  951 
does  not  apply  to  these  alternate  means 
of  delivery. 

952  Caller  Service  - 

952.1  Purpose  and  Definition 

.11  Purpose.  Caller  service  is  a 
premium  service  offered  for  a  fee  to 
those  customers  who  require  more  than 
the  general  or  carrier  delivery  available 
to  all  postal  customers,  and  who  either 
desire  or  required  by  this  part,  to  use 
caller  service.  Customers  who  use  caller 
service  must  pickup  their  mail  at  the 
post  office  during  the  hours  the  caller 
service  windows  are  open.  This  service 
makes  use  of  the  traditional  post  office 
box  number  as  the  address.  The  terms 
box  number  and  caller  number  are  to  be 
considered  the  same  when  used  in  this 
section. 

953  General  Delivery 

954  Firm  Holdouts 

(FR  Doc.  79-20405  Filed  6~M-79:  IO1O6  am) 

BILLING  CODE  7710-12-M 


39  CFR  Part  111 

Replacement  of  Chapter  I  of  the  Postal 
Service  Manual  With  the  Domestic  Mail 
Manual 

agency:  Postal  Service. 
action:  Final  rule. 

SUMMARY:  By  virtue  of  a  document 
published  elsewhere  in  this  issue  the 
Postal  Service  is  replacing  chapter  I  of 
the  Postal  Service  Manual  with  a 
completely  revised,  renumbered  and 
renamed  Domestic  Mail  Manual. 

Chapter  I  of  the  Postal  Service  Manual 
is  presently  incorporated  in  the  Federal 
Register.  See  39  CFR  111.1.  Since  the 
Domestic  Mail  Manual  takes  the  place 
of  chapter  I  of  the  Postal  Service 
Manual,  the  Code  of  Federal  Regulations 
must  be  revised  to  reflect  the  changed 
name,  numbering,  subscription  price, 
and  table  of  contents. 

EFFECTIVE  DATE:  July  30,  1979. 

FOR  FURTHER  INFORMATION  CONTACr. 

Paul  J.  Kemp.  (202)  245-4638. 

Fred  Eggleston, 

Acting  .Assistant  General  Counsel. 

In  consideration  of  the  foregoing. 
Subchapter  C,  Part  111  of  Title  39,  Code 
of  Federal  Regulations,  is  revised  to 
read  as  follows: 
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SUBCHAPTER  C— DOMESTIC  MAIL 
SERVICES 

PART  111— GENERAL  INFORMATION 
ON  POSTAL  SERVICE 

Sec. 

111.1  Domestic  Mail  Manual:  incorporation 
by  reference  of  regulations  governing 
domestic  mail  services. 

111.2  Availability  of  the  Domestic  Mail 
Manual. 

111.3  Amendments  to  the  Domestic  Mail 
Manual. 

111.4  Approval  of  the  Director  of  the 
Federal  Register. 

111.5  Contents  of  the  Domestic  Mail 
Manual. 

Authority:  5  U.S.C.  552(a),  (39  U.S.C.  401, 

404,  407,  408,  3001-3011,  3201-18,  3403-3405, 
3601,  3621;  50  U.S.C.  1463, 1464.) 

§  1 1 1.1  Domestic  Mail  Manual; 
incorporation  by  reference  of  regulations 
governing  domestic  mail  services. 

Section  552(a)  of  title  5,  United  States 
Code,  relating  to  the  public  information 
requirements  of  the  Administrative 
Procedure  Act,  provides  in  pertinent 
part  that  “*  *  *  matter  reasonably 
available  to  the  class  of  persons 
affected  thereby  is  deemed  published  in 
the  Federal  Register  when  incorporated 
by  reference  therein  with  the  approval 
of  the  Director  of  the  Federal  Register.” 

In  conformity  with  that  provision,  and 
with  39  U.S.C.  section  410(b)(1),  and  as 
provided  in  this  part,  the  United  States 
Postal  Service  hereby  incorporates  by 
reference  in  this  part,  the  Domestic  Mail 
Manual,  a  looseleaf  publication 
published  and  maintained  by  the  U.S. 
Postal  Service,  Washington,  D.C.  20260. 

§  1 1 1.2  Availability  of  the  Domestic  Mail 
Manual. 

(a)  Copies  of  the  Domestic  Mail 
Manual  are  available  for  reference  and 
inspection  upon  request  at  the  National 
Headquarters  and  regional  offices  of  the 
U.S.  Postal  Service  and  at  all  United 
States  Post  Offices  and  classified 
stations  and  branches  during  normal 
business  hours.  Regional  ofHces  are 
located  in  New  York,  Philadelphia, 
Memphis,  Chicago,  and  San  Bruno. 

(b)  A  copy  of  the  Domestic  Mail 
Manual,  together  with  each  amendment 
of  it,  is  on  file  with  the  Director,  Office 
of  the  Federal  Register,  National 
Archives  and  Records  Service,  General 
Services  Administration,  at  1100  “L" 
Street,  NW.,  Room  8401,  Washington, 
D.C.  20408. 

(c)  The  Domestic  Mail  Manual  may  be 
purchased  from  the  Superintendent  of 
Documents,  Washington,  D.C.  20402  for 
$17.00.  This  price  includes  entitlement  to 
receive,  for  an  indefinite  period,  changes 


in  the  Domestic  Mail  Manual  which  may 
be  published  from  time  to  time. 

§  1 1 1.3  Amendments  to  the  Domestic  Mail 
Manual. 

Changes  in  the  Domestic  Mail  Manual 
will  periodically  oe  published  in  the 
Federal  Register.  Subscribers  to  the 
Domestic  Mail  Manual  will 
automatically  receive  the  amendments 
from  the  Government  Printing  Office. 

§  1 1 1.4  Approval  of  the  Director  of  the 
Federal  Register. 

(a)  Incorporation  by  reference  of  the 
publication  now  titled  the  Domesic  Mail 
Manual  was  approved  by  the  Director  of 
the  Federal  Register  under  5  U.S.C. 

552(a)  and  1  CFR  Part  51. 

(b)  This  approval  was  granted  on 
March  29, 1979  for  the  period  of  one  year 
at  the  conclusion  of  which  it  will  expire 
without  further  action  unless  renewed 
and  extended  by  the  Director  upon 
application  by  the  U.S.  Postal  Service. 

§  1 1 1.5  Contents  of  the  Domestic  Mail 
Manual. 

The  Domestic  Mail  Manual  contains 
the  following  parts: 

(a)  Chapter  1 — Domestic  Mail 
Services 

(1)  Subchapter  110 — General 
Information 

(1)  Part  111 — Scope 

(ii)  Part  112 — Who  May  Carry  Letters 

(iii)  Part  113 — Service  in  Post  Offices 

(iv)  Part  114 — Complaints 

(v)  Part  115 — Mail  Security 

(vi)  Part  116 — 118 — [Reserved] 

(vii)  Part  119 — Trademarks,  Service 
Marks,  and  Copyrights 

(2)  Subchapter  120 — Preparation  for 
Mailing 

(i)  Part  121 — Packaging 

(ii)  Part  122 — Addresses 

(iii)  Part  123 — Nonmailable  Matter — 
Written,  Printed,  and  Graphic 

(iv)  Part  124 — Nonmailable  Matter — 
Articles  and  Substances;  Special 
Mailing  Rules 

(v)  Part  125— Mail  Addressed  From, 
To,  or  Between  Military  Post  Offices 
Overseas 

(vi)  Part  126— Mail  Sent  Via 
Department  of  State  to  U.S. 

(vii)  Part  127 — Minimum  Sizes 

(viii)  Part  128 — Processing  Categories 

(ix)  Part  129 — Envelopes  and  Cards 

(3)  Subchapter  130 — Mail 
Classification 

(i)  Part  131 — Classes  of  Mail 

(ii)  Part  132 — Mail  Classification 
Centers 

(iii)  Part  133 — Appeal  of  a  Contested 
Classification 

(iv)  Part  134 — Mail  Sent  by  Members 
of  the  U.S.  Armed  Forces 


(v)  Part  135— For  the  Blind  and  Other 
Handicapped  Persons 

(vi)  Part  136 — Mixed  Classes 

(vii)  Part  137 — Official  Mail 

(4)  Subchapter  140 — Postage 

(i)  Part  141 — Stamped  Envelopes, 

Postal  Cards,  Aerogrammes 

(ii)  Part  142 — Adhesive  Stamps 

(iii)  Part  143 — Precanceled  Stamps 

(iv)  Part  144 — Postage  Meters  and 
Meter  Stamps 

(v)  Part  145 — Permit  Imprints  (Mail 
Without  Affixed  Postage) 

(vi)  Part  146 — Prepayment  and 
Postage  Due 

(vii)  Part  147 — Exchanges  and 
Refunds 

(viii)  Part  148 — Revenue  Deficiency 
(ix)  Part  149 — Indemnity  Claims 

(5)  Subchapter  150 — Collection  and 
Delivery 

(i)  Part  151 — Private  Mail  Receptacles 

(ii)  Part  152 — Mail  Deposit  and 
Collection 

(iii)  Part  153 — Conditions  of  Delivery 

(iv)  Part  154 — General  Delivery 

(v)  Part  155 — City  Delivery 

(vi)  Part  156 — Rural  Service 

(vii)  Part  157 — Highway  Contract 
Service 

(viii)  Part  158 — [Reserved] 

(ix)  Part  159 — Undeliverable  Mail 

(6)  Subchapter  160 — Philately 

(i)  Part  161 — Policy 

(ii)  Part  162 — Purpose  and  Selection  of 
Commemorative  Stamps  and  Postal 
Stationery  and  Philatelic  Products 

(iii)  Part  163 — Distribution  and  Sale  of 
Stamps,  Postal  Stationery,  and  Philatelic 
Products 

(iv)  Part  164 — Cancellations  for 
Philatelic  Purposes 

(v)  Part  165— Special  Philatelic 
Services,  Products,  and  Progams 

(vi)  Part  166 — Copyright  of  Philatelic 
Designs 

(7)  Subchapter  170 — Special 
Cancellations 

(i)  Part  171 — Authorization 

(ii)  Part  172 — Revocation 

(iii)  Part  173 — Requirements  for 
Obtaining  Special  Stamp  Cancellation 
Die  Hubs 

(iv)  Part  174 — Disposition 

(v)  Part  175 — Mail  Submitted  for 
Special  Cancellations 

(b)  Chapter  2 — Express  Mail 

(1)  Subchapter  210 — Rates  and  Fees 

(1)  Part  211 — General  Information 

(ii)  Part  212 — Express  Mail  Same  Day 
Airport  Service  Rates 

(iii)  Part  213 — Express  Mail  Custom 
Designed  Service  Rates 

(iv)  Part  214 — Express  Mail  Next  Day 
Service  Rates 

(2)  Subchapter  220 — Classification 
(i)  Part  221 — ^Description 
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(ii)  Part  222 — Express  Mail  Same  Day 
Airport  Service 

(iii)  Part  223 — Express  Mail  Custom 
Designed  Service 

(iv)  Part  224 — Express  Mail  Next  Day 
Service 

(3)  Subchapter  230 — Service 
Guarantee 

(4)  Subchapter  240 — Authorizations 
and  Permits 

(i)  Part  241 — Service  Agreements 

(ii)  Part  242 — Special  Permit  and 
Postage  Trust  Accounts 

(5)  Subchapter  250 — Physical 
Limitations 

(i)  Part  251 — Weight 

(ii)  Part  252 — Size 

(6)  Subchapter  260 — Preparation 
Requirements 

(i)  Part  261 — Express  Mail  Same  Day 
Airport  Service 

(ii)  Part  262 — Express  Mail  Custom 
Designed  Service 

(iii)  Part  263 — Express  Mail  Next  Day 
Service 

(7)  Subchapter  270 — Mailing 

(8)  Subchapter  280 — Payment  of 
Postage 

(9)  Subchapter  290 — Ancillary 
Services 

(i)  Part  291 — Forwarding 

(ii)  Part  292 — Return 

(iii)  Part  293 — Evidence  of  Mailing 

(iv)  Part  294 — Insurance  and 
Indemnity 

(v)  Part  295 — Claims  Procedures 

(c)  Chapter  3 — First-Class  Mail 

(1)  Subchapter  310 — Rates  and  Fees 

(2)  Subchapter  320 — Classification 

(t)  Part  321 — General  Description 

(ii)  Part  322 — Postal  and  Post  Cards 

(iii)  Part  323 — Presorted  First-Class 
Mail 

(iv)  Part  324 — First-Class  Zone  Rated 
(Priority)  Mail 

(3)  Subchapter  330 — Service 
Objectives 

(i)  Part  331 — General 

(ii)  Part  332 — Specific 

(4)  Subchapter  340 — Authorizations 
and  Permits 

(i)  Part  341 — Annual  Presort  Fee 

(ii)  Part  342 — Other  Permits  Required 

(5)  Subchapter  350 — Physical 
Limitations 

(i)  Part  351 — Weight  Limits 

(ii)  Part  352 — Size  Limits 

(iii)  Part  353 — Nonstandard  First- 
Class  Mail 

(6)  Subchapter  360 — Preparation 
Requirements 

(i)  Part  361 — General  Requirements 

(ii)  Part  362 — Preparation  of  Presort 
Rate  Mail 

(iii)  Part  363 — First-Class  Zone  Rated 
(Priority)  Mail;  Marking  and  Sealing 

(7)  Subchapter  370 — Mailing 


(i)  Part  371 — Regular  Single  Piece  and 
Card  Rates 

(ii)  Part  372 — Presort  Rates 

(iii)  Part  373 — First-Class  Zone  Rates 
(Priority)  Mail 

(8)  Subchapter  380 — Payment  of 
Postage 

(i)  Part  381 — Single  Piece  Rates 

(ii)  Part  382 — Presort  Rates 

(iii)  Part  383 — First-Class  Zone  Rated 
(Priority)  Rates 

(9)  Subchapter  390 — Ancillary 
Services 

(i)  Part  391 — Forwarding 

(ii)  Part  392 — Return  and  Address 
Correction 

(d)  Chapter  4 — Second-Class  Mail 
(1)  Subchapter  410 — Rates  and  Fees 

(1)  Part  411 — Rates 
(ii)  Part  412 — Fees 

(2)  Subchapter  420 — Classification 

(i)  Part  421 — Requirements  for  all 
Second-Class  Publications 

(ii)  Part  422 — ^Types  of  Authorizations 

(iii)  Part  423 — Special  Second-Class 
Privileges 

(iv)  Part  424 — Second-Class  Mailing 
Privileges  for  News  Agents 

(v)  Part  425 — What  May  Be  Mailed  at 
the  Second-Class  Rates 

(vi)  Part  426 — Copies  Not  Paid  For  By 
the  Addressee 

(3)  Subchapter  430 — Service 
Objectives 

(i)  Part  431 — General 

(ii)  Part  432 — Newspaper  Treatment 

(4)  Subchapter  440 — Authorizations 
and  Permits 

(i)  Part  441 — Original  Entry  for 
Publishers  and  News  Agents 

(ii)  Part  442 — Additional  Entry 
Applications 

(iii)  Part  443 — Applications  to  Mail  at 
Special  Second-Class  Rates 

(iv)  Part  444 — Application  for  Reentry 

(v)  Part  445 — Application  for 
Exceptional  Dispatch 

(vi)  Part  446 — Revocation  of 
Additional  Entry,  Special  Second-Class 
Privileges.  Reentry,  and  Exceptional 
Dispatch 

(vii)  Part  447 — Maintenance  and 
Verification  of  Publisher  Records 

(viii)  Part  448 — Statement  of 
Ownership,  Management  and 
Circulation 
(ix)  Part  449 — Fees 

(5)  Subchapter  450 — Physical 
Limitations 

(6)  Subchapter  460 — Preparation 
Requirements 

(i)  Part  461 — Identification  Statements 
in  Copies 

(ii)  Part  462 — Preparation 

(iii)  Part  463 — Marking 

(iv)  Part  464 — Presort  Requirements 

(7)  Subchapter  470 — ^Mailing 

(i)  Part  471 — Who  May  Mail 


(ii)  Part  472 — Place  of  Mailing 

(8)  Subchapter  480 — Payment  of 
Postage 

(i)  Part  481 — Payments  in  Advance  of 
Dispatch 

(ii)  Part  482 — Mailing  Statement 

(iii)  Part  483 — Marked  Copy 

(9)  Subchapter  490 — Ancillary 
Services 

(i)  Part  491 — Forwarding 

(ii)  Part  492 — Address  Correction 
Service 

(iii)  Part  493 — Return 

(e)  Chapter  5 — Controlled  Circulation 
Mail 

(1)  Subchapter  510 — Rates  and  Fees 

(1)  Part  511 — Rates 

(ii)  Part  512 — Fees 

(2)  Subchapter  520 — Classification 

(i)  Part  521 — Description  and 
Qualifications 

(ii)  Part  522 — Definition  of  Advertising 

(iii)  Part  523 — What  May  Be  Mailed 

(3)  Subchapter  530 — Service 
Objectives 

(4)  Subchapter  540 — Authorizations 
and  Permits 

(i)  Part  541 — Controlled  Circulation 
Applications 

(ii)  Part  542 — Change  in  Title  or 
Frequency 

(iii)  Part  543 — Revocation  of 
Controlled  Circulation  Privileges 

(5)  Subchypter  550 — Physical 
Limitations 

(6)  Subchapter  560 — Preparation 
Requirements 

(i)  Part  561 — Identification  Statements 
in  Copies 

(ii)  Part  562 — Preparation 

(iii)  Part  563 — Marking 

(iv)  Part  564 — Presort  Requirement 

(7)  Subchapter  570 — Mailing 

(8)  Subchapter  580 — Payment  of 
Postage 

(i)  Part  581 — Payment  in  Advance  of 
Dispatch 

(ii)  Part  582 — Mailing  Statement 

(iii)  Part  583 — Marked  Copy 

(iv)  Part  584 — Statistical  Statement 

(v)  Part  585 — Mailer’s  Records 

(9)  Subchapter  590 — Ancillary 
Services 

(i)  Part  591 — Forwarding 

(ii)  Part  592 — Address  Correction 
Service 

(iii)  Part  593 — ^Return 

(f)  Chapter  6 — Third-Class  Mail 

(1)  Subchapter  610 — Rates  and  Fees 

(1)  Part  611 — Rates 

(ii)  Part  612 — Fees 

(2)  Subchapter  620 — Classification 

(i)  Part  621 — Description 

(ii)  Part  622— Third-Class  Bulk  Mail 

(iii)  Part  623 — Special  Bulk  Rates 

(iv)  Part  624 — Keys  and  Identification 
Items 

(v)  Part  625 — Additions 
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(vi)  Part  626 — Enclosures 

(vii)  Part  627 — Attachments 
(viii)  Part  628 — Other  Additions, 

Enclosures,  and  Attachments 

(3)  Subchapter  630 — Service 
Objectives 

(4)  Subchapter  640 — Authorizations 
and  Permits 

(i)  Part  641 — Annual  Fee — Bulk  Rates 

(ii)  Part  642 — Application  to  Mail  at 
the  Special  Bulk  Rates 

(iii)  Part  643 — Revocation 

(5)  Subchapter  650 — Physical 
Limitations 

(i)  Part  651 — Weight  and  Size  Limits 

(ii)  Part  652 — Nonstandard  Third- 
Class  Mail 

(6)  Subchapter  660 — Preparation 
Requirements 

(i)  Part  661 — Addressing 

(ii)  Part  662 — Marking 

(iii)  Part  663 — Preparation  of  Bulk 
Rate  Mailings 

(iv)  Part  664 — Merchandise  Samples 

(v)  Part  665 — Catalogs  and  Books 

(7)  Subchapter  670 — Mailing 

(i)  Part  671 — Single  Piece  Rates 

(ii)  Part  672 — Bulk  Rates 

(8)  Subchapter  680 — Payment  of 
Postage 

(i)  Part  681 — Method  of  Payment 

(ii)  Part  682 — Mailing  Statement  for 
Bulk  Mailing 

(9)  Subchapter  690 — Ancillary 
Services 

(i)  Part  691 — Forwarding  and  Return 

(ii)  Part  692 — Return 

(iii)  Part  693 — Address  Correction 

(iv)  Part  694 — No  Service  Requested 

(g)  Chapter  7 — Fourth-Class  Mail 
(1)  Subchapter  710 — Rates  and  Fees 

(1)  Part  711 — Rates 

(ii)  Part  712 — Fees 

(2)  Subchapter  720 — Classification 

(i)  Part  721 — General  Provisions 
Applicable  to  All  Fourth-Class  Mail 

(ii)  Part  722 — What  May  Be  Mailed  at 
Parcel  Post  Rates 

(iii)  Part  723 — What  May  Be  Mailed  at 
Bound  Printed  Matter  Rates 

(iv)  Part  724 — What  May  Be  Mailed  at 
Special  Fourth-Class  Rates 

(v)  Part  725 — W'hat  May  Be  Mailed  at 
the  Library  Rate 

(3) l Subchapter  730 — Service 
Objectives 

(4)  Subchapter  740 — Authorizations 
and  Permits 

(i)  Part  741 — Nonidentical  Pieces 
Mailed  at  the  Bulk  Parcel  Post  Zone 
Rate 

(ii)  Part  742 — Special  Fourth-Class 
Presort  Mailing  Fee 

(5)  Subchapter  750 — Physical 
Limitations 

(i)  Part  751 — Weight  and  Size  Limits 


(ii)  Part  752 — How  to  Compute  the 
Size  of  a  Parcel 

(6)  Subchapter  760 — Preparation 
Requirements 

(i)  Part  761 — General  Requirements 

(ii)  Part  762 — Preparation  of  Bulk 
Parcel  Post 

(iii)  Part  763 — Preparation  of  Bound 
Printed  Matter 

(iv)  Part  764 — Preparation  of  Special 
Fourth-Class  Presort  Rate  Mail 

(v)  Part  765 — Preparation  of  Library 
Rate  Materials 

(7)  Subchapter  770 — Mailing 

(i)  Part  771 — Single  Piece  Rates 

(ii)  Part  772 — Bulk  or  Presort  Rates 

(iii)  Part  773 — Parcels  Exceeding  Size 
or  Weight  Limits 

(8)  Subchapter  780 — Payment  of 
Postage 

(i)  Part  781 — Single  Piece  Mailings 

(ii)  Part  782 — Bulk  Rate  Mailings 

(9)  Subchapter  790 — Ancillary 
Services 

(i)  Part  791 — Forwarding  and  Return 

(ii)  Part  792 — Return 

(iii)  Part  793 — Address  Correction 

(iv)  Part  794 — No  Service  Requested 

(h)  Chapter  8 — (Reserved] 

(i)  Chapter  9 — Special  Services 
(1)  Subchapter  910 — Special  Mail 

Services 

(1)  Part  911 — Registered  Mail 

(ii)  Part  912 — Certified  Mail 

(iii)  Part  913 — Insured  Mail 

(iv)  Part  914 — Collect  on  Delivery  Mail 

(v)  Part  915 — Special  Delivery 

(vi)  Part  916 — Special  Handling 

(vii)  Part  917 — Business  Reply 
(viii)  Part  918 — Parcel  Airlift 

(2)  Subchapter  920 — (Reserved] 

(3)  Subchapter  930 — Supplemental 
Mail  Services 

(i)  Part  931 — Certificates  of  Mailing 

(ii)  Part  932 — Return  Receipts 

(iii)  Part  933 — Restricted  Delivery 

(4)  Subchapter  940 — Nonmail  Services 

(i)  Part  941 — Money  Orders 

(ii)  Part  942 — Nonpostal  Stamps 

(iii)  Part  943 — United  States  Savings 
Bonds 

(iv)  Part  944 — Postal  Savings 

(v)  Part  945 — Mailing  List  Service 

(5)  Subchapter  950 — Alternate 
Delivery  Services 

(i)  Part  951 — Post  Office  Lockbox 
Service 

(ii)  Part  952 — Caller  Service 

(iii)  Part  953 — General  Delivery 

(iv)  Part  954 — Firm  Holdouts 
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39  CFR  Parts  242,  243,  247,  248,  257, 

258 

Miscellaneous  Changes  and  Deletions 
to  39  CFR  Resulting  From 
Establishment  of  the  Domestic  Mall 
Manual 

agency:  Postal  Service. 
action:  Final  Rule. 

SUMMARY:  By  virtue  of  a  document 
published  elsewhere  in  this  issue,  the 
Postal  Service  is  replacing  Chapter  I  of 
the  Postal  Service  Manual  with  a 
completely  revised,  renumbered  and 
renamed  Domestic  Mail  Manual.  As  a 
part  of  that  revision  effort,  a  small 
number  of  regulations  and  parts  of 
regulations  that  are  presently  published 
in  the  Code  of  Federal  Regulations,  but 
not  in  Chapter  I  of  the  Postal  Service 
Manual,  have  been  placed  in  the 
Domestic  Mail  Manual.  Since  the 
renamed  Domestic  Mail  Manual  is 
incorporated  by  reference  in  the  Federal 
Register,  it  would  be  duplicative  and 
perhaps  confusing  for  these  regulations 
to  continue  to  be  published  separately 
under  different  numbers  in  the  Code  of 
Federal  Regulations.  Accordingly,  the 
Code  of  Federal  Regulations  is  being 
revised  to  make  needed  changes  and 
deletions. 

EFFECTIVE  DATE:  July  30, 1979;  except 
that  §  257.3(e)(3)(v)  as  added  at  44  FR 
33880  and  any  changes  to  §§  242.1  and 
243.2(a)  and  to  Parts  247,  248,  257  and 
258  of  Title  39,  Code  of  Federal 
Regulations,  that  may  be  published  in 
the  future  to  take  effect  before  July  30, 
1979,  shall  remain  in  effect  as  written 
until  incorporated  in  the  Domestic  Mail 
Manual  through  subsequent  amendment. 

FOR  FURTHER  INFORMATION  CONTACT: 

Paul  J.  Kemp,  245-4638.  Accordingly,  39 
CFR  is  amended  as  follows: 

PART  242— CHANGE  IN  NAME  OR 
SITE 

§  242.1  [Reserved] 

1.  Delete  and  reserve  §  242.1  and 
revise  the  heading  of  Part  242  to  read  as 
follows: 

PART  242— CHANGE  OF  SITE 

PART  243— CONDUCT  OF  OFFICES 
§  243.1  [Reserved] 

2.  Delete  and  reserve  §  243.1;  strike 
out  the  words  “Section  262.8"  in 
paragraph  (g)  of  §  243.2  and  insert  in  lieu 
thereof  “Section  265.10";  revise 
paragraph  (a)  of  §  243.2  to  read  as 
follows: 
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§  243.2  Quarters 

(a)  Employee  bulletin  boards.  Bulletin 
boards  may  be  placed  in  workrooms 
and  employees’  lunchrooms  for 
displaying  notices  as  prescribed  in  this 
manual  and  Management  Labor 
Organization  Agreements. 
***** 


PART  247— DISCONTINUANCE  OF 
POST  OFFICE.  [RESERVED] 

PART  248— SUSPENSION  OF  POST 
OFFICE  OPERATIONS.  [RESERVED] 

PART  257— PHILATELY.  [RESERVED] 

PART  258— SPECIAL 
CANCELLATIONS.  [RESERVED] 

3.  Delete  and  reserve  Parts  247,  248, 
257  and  258. 

Fred  Eggleston, 

Acting  Assistant  General  Caunsel. 

(39  U.S.C.  401(2)) 

(Ht  Doc.  7tt-2()407  Filed  ft-28-79;  10:06  am) 
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